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GETTING STARTED

GETTING STARTED

The Quick Quote application is a mechanism for you and other buyers in the Commonwealth
of Virginia (COVA) to generate informal solicitations in an ad hoc format. Quick Quote fills
the void between the role that the eVA eMall plays in fulfilling simple catalog ordering and
the role that eProcurement plays in providing a full-featured bid and solicitation generation
and response tool.

Quick Quote uses eight steps to carry out an acquisition.
e Creating the Quick Quote request
e Selecting vendors
e Submitting the Quick Quote request
e Vendor responding to the Quick Quote request
e Evaluating the Quick Quote responses
e Awarding items to vendors
e Creating the requisition in the eMall

e Submitting the eMall requisition
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GETTING STARTED

eVA

Log In
Follow the steps below to access Quick Quote for the first time:

1. Open your Web browser, enter the URL http://eva.virginia.gov into the address line, and
press Enter.

2. Enter your User ID (Username) and password in the Buyer Login section.

‘e‘/A S Virginia's Total e-Procurement Solution

| BILLING

HOME SWAM BUYER  VENDOR  BILLING PORTAL  SIGN-UP

FWelcome to eVA!

eVA Announcement!
Chief of Staff 10/08/08 Memo Regarding Required Use Of eVA... More

eVA Connections

Transition Plan template... click here
SIGN-UP
VA TRAINING E] Quick Links £ Login
VIP TRAINING Division of :
% G Purchases & Supply =
L] ? Need eVA T =
ARIBA SUPPLIER Whetie oVe: - Toy :Jir";\:::gl)n -
I ® VA News Demand Training 2005, 2006, 2007, 2008
- Center Achievement of Excellence In
® State Contracts Q = Procurement AWard s js
Forum 2008 ® Solicitations & Awards (VBO) %ﬂa%\ﬂ ;
Thank iR fot a i the Forum . i commedity codes to
3 5 ¥ 1
Presentationsidvailable e e CPROCLIMBCS T Watch eVA Grow
® Billing & Payment Portal 5 million Ttems
-
eVA & VAPP Dashboard 1,947,494 Orders
NIGP Code Look Up ® Public Reports & PPEA Opportunities $18.5 Billion Spent
® Procurement Directory
UNSPSC Code Look Up ; eVA Tools
® |ocal Government & Public Schools 983 Catalogs By
Recommended Browsers ® oA Media Center 171 Agencies [y
R ® oA Documents Supporting EA Project 492 Localities [
® Standards for Speed Radar Devices 32,652 Vendors [,

. Virginia Institute 12,626 eVA Users

of Procurement

2008 Class [£] Buyer Login [E] Vendor Login
o vermame | vername |
- ] I
Login Login
Password Problems? Click here eVA or Ariba

Password Problems? Click here

3. At the Secure Portal, click the Quick Quote link in the left menu to enter the Quick
Quote application. (If the Quick Quote link is not visible, contact your Purchasing or
Materials Management Department.)

KNfOWLEDEE CENTER More links and eVA tools here! [my» SQuiekLinkss i v

atalog Controller
Admin
Catalog Validator

Stage 1

Cataloa Validator Clear Results
Stage 3

Data Mansgement ALERTS
L QUICK QUOTE UPDATES!

Quick Quote The “Look up NIGP codes” link on the Request ltem screen has been updated to take users to a more dynamic and user friendly search instead ofthe old staticlisting of
fenorts & Do

AMlerts | VA News | Other Articles

VA NEWS! Shop Now Reports
For VA users running reports inside the SHOP NOW area, you will now see results retumed for selected options: “Commodiy Details and Supplier Detalls “OrderSummanByCommodity and

eVA NEWS! New Links on Shop Now Page
New inks are available on the €A SHOP NOW page that will allow you to 0pen a new window to easily access State Contracts, Instructions Guides, Vita Contracts, etc, 50 you will not need to exitthe Shop Now area in rderto view this
information.

= Changes to the Vendors Manual as of 10/29/2008

sl Attertion: Buyers please note that the Vendors Manual was updated on

Customer Support & 1029108

a0 & Opening attached WS Office 7 documents in eVA

Shop Now

User

VBO Buver

View Quick Quote Requests
There are three places where you can view Quick Quote requests:

e Current Request List
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GETTING STARTED

e Past Request List
e Request by buysenseOrg List

Current Request List

The main Quick Quote page contains a list of requests where the Bid Valid period has not
elapsed. The Bid Valid period is the number of days from the Response Due Date that the
vendor quotes must be valid.

Each row on the Current Request List displays the Quick Quote request ID, the number of
Responses, Request Title, Create Date, Bid Valid period, Issue Date, Response Due Date,
and Status.

Quick Quote

Current Request List

Create Request Use this page to create, edit, copy, cancel, delete, or enter paper responses for Quick Quote requests, To edit a request, select the appropriate Request 1D link. To copy a request, select the request to be copied
E| using the "Select” column checkbox and select the "Copy” button. To delete or cancel a request, select the request to be deleted or canceled using the "Select” checkbox and select the "Cancel/Delete” button. To
Past Request List create a paper response, select the request and click the "Paper Response” button. To list additional request itemns, select the "Next” button below the list.

Reguest by
buysenseOrg List

fPotal  Requests to show per page: |10 Search

Portal Home Page

Support

00 -FAQE Create New Request | | Evaluate | | No Award/Reissie | Copy| | Cancel/Reissue Cancel/Delete | Paper Response |
Buver User Guide &

Vendor User Guide &

Buver uick Guide | Select  RequestID * Responses Request Title Create Date Bid Valid Issue Date Response Due Date  Status

w D EVADO1 003030 3 Regression 11_1 05/19/2009 1 Days 07/24/2009 05/12/2010 10:00 AM canceled

Guide

Accessibility & D EVADO1L 005480 0 Script 3-1/ Step 1 10/01/2009 1 Days 10/02/2002 12:00 AM compasing

Sesssmne A 5 -

Customer Support & D EVAOO1 009500 0 Script 2-10 10/07/2009 9 Days 11/20/2009 12:00 AM composing

EAQ & D EWADOL 009515 0 Script 4-2: composing 10/07/2009 1 Days 10/07/2009 02:00 PM composing
O EVADO1 003572 0 Seript 2-10 / Composing 11/06/2009 5 Days 11/15/2009 12:00 AM composing
F EVAO01 QQ009580 0 Script 4-2 / Composing 11/06/2009 5 Days 11/15/2009 12:00 AM compaosing
(] EVAO01 Q0009604 0 Script 3-1 / composing 11/09/2009 1 Days 11/15/2009 12:00 PM composing
D EWADOL 009806 2 CB: Feb Enhancement - QQ 16 (Line) 01/13/2010 90 Days 01/13/2010 01/13/2010 06:00 FM no award
O EVADO1 003820 0 CB: Feb Enhancement - QQ 29 (Line) 01/13/2010 360 Days 01/13/2010 01/13/2010 07:00 PM awarded
F EVA001 Q0009350 0 Copy of Copy of QQ-39 / Inflight / 2ndReguest 01/15/2010 30 Days 01/15/2010 07/15/2010 05:00 PM issued

It |

Create New Request | Evaluate No Award/Reissue | Copy Cancel/Reissue Cancel/Delete | Paper Response |

There are seven statuses for current requests:

Status Definition

composing The request has been created but not submitted.

issued The request has been submitted but the response due date has not passed. You can view vendor
responses if there are any.

closed The response due date for the request has passed. You can evaluate and award responses if there are
any.

canceled An issued request that was canceled.

bids = The request is in closed status and you selected the Publish Bid Tabulation check box so that
opened vendors can view all responses. You can evaluate and award responses if there are any.

Or
= You have evaluated at least one line item on the request.

awarded You have selected the Set Status to Awarded check box on the Evaluation to manually update the
request status to awarded. You can continue to evaluate and award responses, and publish bid
tabulation information.

no award  You have set all lines to no award or set all previously awarded lines to no award without awarding
any lines.

Requests are displayed in the order of the Request IDs, from oldest to newest. You can
change the number of requests to show per page by entering a number in the Requests to
show per page: text box and clicking Search.
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GETTING STARTED

If there are more requests than what you see on the page, you can navigate through the list
using the Next and Previous buttons.

Click a sortable column heading (Request ID, Request Title, Issue Date, or Response Due
Date) to change the sort order. The current sort is shown with an up or down arrow beside
the column heading. Select the same column to reverse the sort (ascending to descending).

Past Request List

After the Bid Valid period (Close Date plus Bid Valid days) has elapsed, the Quick Quote
request moves to the Past Request List. Each row displays the Request ID, Request Title,
Create Date, Bid Valid, Issue Date, Response Due Date, Status, and Responses.

Quick Quote

Current Request List

Create Request View Quick Quote requests after the due date has passed.
[ Click the status link to view the Bid Tabulztion Summary.
Past Request List Click Next to see more requests.

Reguest by
buysenseCrg List

fRaral | Requests to show per page: |10 Search
Portal Home Page
Support
00 -F2h & Cony | | Viem Evsusion |
Buver User Guide
Vendor User Guide
%U_\MQJM Select Request ID v Request Title Create Date Bid valid Issue Date Response Due Date Status Responses

Vendor QQ Quick D EVAQ01 010232 700-13_cb 02/17/2010 1 Days 02/17/2010 02/17/2010 06:00 PM contact buyver View
f::i:siml & D EVAQOL 010224 700-18_8 02/15/2010 2 Days 02/15/2010 02/16/2010 01:00 AM awarded View
Custamer Suppart B D EvA0O1 010223 700-18_7 02/15/2010 2 Days 02/15/2010 02/16/2010 01:00 AM awarded View
D EvAQO1 010222 SET-ASIDE FOR SMALL BUSINESSES-700-18_6 02/15/2010 2 Days 02/15/2010 02/16/2010 01:00 AM awarded View
ﬂﬂ D EVAQD1 ©Q010221 SET-ASIDE FOR SMALL BUSINESSES-700-18_5 02/15/2010 2 Days 02/15/2010 02/16/2010 12:00 AM contact buyver View
D EVAD0L 010213 700-18_4 02/15/2010 2 Days 02/15/2010 02/16/2010 12:00 AM canceled View
D EVA001 010198 700-5_cab - step 2 (issued status) 02/12/2010 1 Days 02/12/2010 02/12/2010 05:00 PM contact buyer View
D EvAQO1 010197 SET-ASIDE FOR SMALL BUSINESSES-700-1_cab 02/12/2010 2 Days 02/12/2010 02/12/2010 05:00 PM contact buver View
D EVAQO1 QQ010195 SET-ASIDE FOR SMALL BUSINESSES-700-2_cab 02/12/2010 2 Days 02/14/2010 02/14/2010 05:00 PM contact buyer View
D EVAD0L 003890 200-1 (Step 9) 01/25/2010 30 Days 01/25/2010 01/25/2010 04:00 PM contact buver View
Next |
Copy View Evaluation

There are four statuses for past requests:

Status Definition

canceled An issued request that was canceled

awarded The buyer has evaluated and awarded the request

no award The buyer has set all lines to no award or has set all previously awarded lines to no award without
awarding any lines

contact Contact the buyer for more information about the status of the request
buyer

You can sort the Past Request List like the Current Request List, by Request ID, Request
Title, Issue Date, or Response Due Date. You can navigate to other requests using the
Next and Previous buttons. You can navigate to the Evaluate Request page by clicking the
View Evaluation button. Refer to the Evaluate History section for more information.
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GETTING STARTED

Request by buysenseOrg List

All procurement personnel are assigned to a buysenseOrg (BSO or Group Profile) within
eVA. These are buying groups that have been set up within agencies to customize eVA
functionality for each user. The Request by buysenseOrg List link in the left menu allows
Quick Quote users to view Quick Quote requests and responses created by other buyers
within their BSO until the Bid Valid Days of the request passes.

If you are a manager who needs to see the work of buyers outside your BSO, your
administrator can assign permission to allow you to view Quick Quote requests from other
BSOs.

_Req uest by buysenseOrg List

Current Reguest List

_— Use this page to view Quick Quote requests grouped by buysenseOrg and issuer name. To copy a request, select the request to be copied using the "Select” column checkbox and select the "Copy” button. To list
Bt o sdditional requests, select the next button below the list.

Reguest by
bu nseOrg List

Portal Home Pags

00 -FAQ &
Buver User Guide &

A136-BSO

Candace Buyer
Wendor User Guide &

Buver uick Guide -

X [1  EvA001_QQO09050 Chg 14 05/06/2009 30 Days 05/06/2009 06/01/2009 12:00 AM closed View
W [1  EvA001_QQO0S079 Chg. 14: 11-3 05/14/2009 30 Days 05/14/2009 05/14/2009 08:00 PM no award View
Accessibility & [0  EvA001_QQOOS081 Chg. 14: 11-4 05/14/2009 30 Days 05/14/2009 05/14/2009 09:00 PM bids coened View
Customer Support @ [1  EvA001_QQO09082 Chg. 14: 11-5 05/14/2009 30 Days 05/14/2009 05/14/2009 09:00 PM awarded View
FAQd [0  EvA001_QQO0S083 11-5 05/18/2009 30 Days 05/18/200% 05/18/2009 04:00 PM awarded View

[1  EvAQ01_QQU0908S 13-1 Step 2 05/18/2009 30 Days 05/18/2009 05/18/2009 04:00 PM closed View
[1  EvA001_QQO0S086 13-1: Step 3 05/18/2009 30 Days 05/18/2009 05/20/2009 04:00 PM canceled View
[0  EvAD01_QQO0S087 13-1: Step 4 05/18/2009 30 Days 05/18/2009 05/18/2009 05:00 PM closed View
[1  EvA001_QQO09088 13-1: Step § 05/18/2009 30 Days 05/18/2009 05/18/2009 05:00 PM ng award View
[1  EvA001_QQO03S089 7-1: Step 1 05/19/2009 30 Days 05/19/2009 05/21/2009 10:00 PM canceled View
O EVAD01_QQO08090 7-1: Step 1 (composing) 05/19/2009 30 Days 05/19/2009 09:00 PM composing View
[0  EvA001_QQO09091 7-1: Step 2 (issued) 05/19/2009 30 Days 05/19/2009 06/01/2009 04:00 AM closed View
D EVAD01_QQO009101 7-1: Step 8 05/19/2009 30 Days 05/19/2009 05/19/2009 07:00 PM awarded View
[0  EvAQ01_QQU09104 7-1: Step 10 05/19/2009 30 Days 05/19/2009 05/19/2009 08:00 PM closed View
[1  EvAD01_QQO0S116 Script 7: Step 23 05/20/2009 30 Days 05/20/200% 05/20/2009 11:00 PM cdlosed View
[0  EvAD01_QQO0S119 Script 17-1: Step 1 05/20/2009 30 Days 05/20/2009 05/21/2009 01:00 AM closed View
[1  EvA001_QQO09130 Script 17: 17-2 05/20/2009 30 Days 05/20/2009 05/21/2009 02:00 AM closed View
[1  EvA001_QQO0S1S1 CSPL - QQ 05/21/2009 30 Days 05/21/2009 05/21/2009 05:00 PM no award View
[0  EvA001_QQo0S1s4 Mozilla Firefox Test - C8 05/22/2009 30 Days 05/22/2009 06/01/2009 12:00 AM closed View
[1  EvA001_QQO09163 QQ Test - Vendor Notification 06/05/2009 30 Days 06/05/2009 06/05/2009 02:00 PM closed View
[0  EvAD0i_QQO09164 QQ Notification Test 2 06/05/2009 30 Days 06/05/2003 06/06/2009 12:00 AM closed View
[0  EvA001_QQO0S181 QQ Documentation 06/10/2009 30 Days 06/10/2009 06/12/2009 05:00 PM canceled View
[0  EvA001_QQO09183 Vegetables 06/10/2009 30 Days 06/10/2009 06/11/2009 12:00 AM bids opened View
D EVAD01_QQO0S9184 Fruits and Vegetables 06/10/2009 30 Days 06/10/2009 07/11/2009 12:00 AM issued View
skbuyer 1
] EVAQ01_QQD08575 Test - Add NIGP Codes 11/14/2008 30 Days 01/10/2009 01:00 PM composing View

A136-A Integration BSO

Susan Buyer

[]  EvAD01_QQD03255 Copy of QQ-39 / Inflight / 2ndRequest 04/28/2008 30 Days 03/24/2009 07/15/2010 05:00 PM issued View
[0  EvA001_QQO03318 Copy of QQ Script 10_cbaker 06/16/2008 30 Days 06/16/2010 06:00 PM composing View
[  EvA001_QQo03421 Copy of 2 Line QQ 08/25/2008 30 Days 05/29/2009 12/31/2009 08:00 AM canceled View
[]  EvA001_QQO08164 SK Test 09/02/2008 30 Days 04/02/2008 12/01/2009 05:00 PM canceled View
D EVAD01_QQO08551 80 Line Request 11/05/2008 360 Days 12/01/2008 12/31/2008 01:00 PM bids opened View
[0  EvAD01_QQO08591 Copy 1 of 80 Line Request 12/01/2008 360 Days 12/01/2008 12/31/2008 01:00 PM awarded View
[J  EvA001_QQo08592 Copy 2 of 80 Line Request 12/01/2008 360 Days 12/01/2008 12/31/2008 01:00 PM no award View
] EVAD01_QQO08609 Copy of 82 Line Reguest (Copied) 12/04/2008 360 Days 12/04/2008 12/04/2008 04:00 PM closed View
[]  EvAD01_QQO08610 Copy of 82 Line Request (Copied) 12/04/2008 360 Days 12/04/2008 12/05/2008 05:00 PM awarded View
[J  EvA001_QQO0B84S5 SK CSPL-811 01/05/2009 30 Days 01/05/2009 12/31/2009 01:00 PM issued View
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CREATE A REQUEST

CREATE A REQUEST

Click the Create Request link on the left menu or the Create New Request button to
create a new Quick Quote request. The Request Header Information page opens.

Request Header Information

Enter the following header information. Required fields are marked with a red asterisk (*).
Quick Quote fills in the contact information from your User Profile.

Create Request Request Header Information Lt ) Swde
Request Header
Item Management
Smmzis s Request Header Information page contains header information for the new Quick Quote Request being created.
Vendor List Note: Asterisk (*) indicates required field.

Quick Quote
Current Request List Buyer Agency: A136VITA - Virginia Information Technology Agency - E2E

fPotal | BuyernName: Candare Buyer

Eortal Home Page Buyer Phone #: 703-267-8000

Support Buyer Email: system_test@hotmail.com
Q0 -FAQH Set-Aside?: O

7 .

Buver User Guide & Request Title:
Vendor User Guide &
Suver G0 Ouick Guide © Close Date: [Month  [w] [Day [v] [Year [v] [Hour [s] [amzem [w]
Vendor 00 Ouick Close Date Display:
Guide & . N
i 8 Bid valid 0ays):
Customer Support & Service Area: View Service Area Map B View Service Area Table &
F20 @ Award Method:

Comments:

Special Terms and Conditions:

— o
eVA Std Terms and Conditicns.htm & No
[Nt | | SaverOiose |
Field Comment
Buyer Agency Read-only, inferred from your User Profile
Buyer Name Read-only, inferred from your User Profile
Buyer Phone # Read-only, inferred from your User Profile
Buyer Email Read-only, inferred from your User Profile
Set-Aside? Used to designate the request as a Set-Aside for Small Businesses
Request Title* Required. Up to 255 characters.
Close Date* Required. Must be at least an hour after the current time.
Bid Valid (Days) Calendar days; default is 30. If prices must remain valid longer, enter the days here and
note the longer term in the Comments.
Service Area The statewide area (10) is always included. Click the View Service Area Map or View
Service Area Table links for help.
Award Method Default as Line
Comments Up to 255 characters
Special Terms and Up to 255 characters
Conditions
Attachments eVA Standard Terms and Conditions is always included
Page 6 Quick Quote Buyer User Guide (26-0003) Version 11
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CREATE A REQUEST

Set-Aside

Select the Set-Aside? check box to designate a Quick Quote request as a Set-Aside for
Small Businesses. The text, SET-ASIDE FOR SMALL BUSINESSES, will display next to the
check box on the Request Information page when the check box is checked.

_ Request Header Information —

Request Header

Itern Management

Request Header Information page contains header informatien for the new Quick Quote Request being created.

Vendor List Note: Asterisk (*) indicates required fisld.

Current Request List Buyer Agency: A136VITA - Virginia Information Technology Agency - E2E
Buyer Name: Candace Buyer

Portal Home Page Buyer Phone #: 703-267-3000
Buyer Email: system_test@hotmail.com

Q0-FAOH Set-Aside2: SET-ASIDE FOR SMALL BUSINESSES

Buver User Guide &
Vendor User Guide &

* Request Title:

Buver 00 Ouick Guide | * Close Date: Month | [Day [w] [ ¥ear [w] [Hour [w] [am/pm [
Vendor 0Q Quick Close Date Display:
Guide &
il B Bid Valid (Days):
Accessibility ¢
Customer Support 8 Service Area: Wiew Service Area Map B View Service Area Tahle &

FAQ & Award Method: [ine  [v]

Comments:

Special Terms and Conditions:

eVA Std Terms and Conditions.htm & No

The standard set-aside text will be displayed with the Request Title information when the
Set-Aside checkbox is selected (checked).

_Current Request List

Current Reguest List

Creste Request Use this page te create, edit, copy, cancel, delete, or enter paper responses for Quick Quote requests. To edit a request, select the appropriate Request ID link. To copy a request, select the request to be copied
) E' using the "Select” column checkbox and select the ™ F © delete or cancel a request, select the request to be deleted or canceled using the "Select” checkbox and select the "Cancel/Delete” button. To

Past Request List create a paper response, select the request and click the "Paper Response” butten. To list additional request items, select the "Next" button below the list.

Request by

buysenseOrg List
Requests to show per page: |10 -
Fortal Home Page

e | Creste NewRequest | | Evaluale | | NoAward/Reissue | Copy |  Cancel/Reissue | | Cancel/Delete | | PaperResonse |

Buver User Guide &
vendor User Guide &
Buyer uick Guide

¥endor 00 Cuick ] EVAD01 QQ010296 0 SET-ASIDE FOR SMALL BUSINESSES-Music 02/26/2010 30 Days 02/26/2010 03/01/2010 12:00 AM issued

Request Title and Close Date

Enter the Request Title and Close Date (date and hour, EDT/EST). Both fields are
mandatory. Vendors must respond with their quotes by the Close Date (also called
Response Due Date on the Current Request List). Quick Quote requires the close date to be
at least one hour from the current time. When you are ready to send the request to
vendors, Quick Quote will again check that there is at least one hour between the Issue
Date and the Close Date.

Bid Valid (Days)

Select the Bid Valid (Days) from the drop-down list. The Bid Valid period determines the
number of days that vendor quotes must be valid, counting from the Response Due Date
(Close Date). Valid selections are in 30-day increments up to 360 days.

Service Area

Select a Service Area from the drop-down list. (The View Service Area Map link provides
a map of the Service Areas available.) The statewide area 10 is the default.

Version 11 Quick Quote Buyer User Guide (26-0003) Page 7
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The vendor list includes all vendors that registered for the Service Area and NIGP Codes you
select. (NIGP Code is described in the Item Management section of this guide.) It is
important to consider the service area that your local vendors might have registered. If you
use the default statewide service area (10), vendors that did not register to provide
statewide service will not be included in the vendor list.

Qj Be sure to select the local Service Area to potentially include local vendors that have
not registered for statewide service.

Award Method

The final step for the Quick Quote Request Header is to select a method from the Award
Method drop-down list. The options include:

Field Description
Line Item Each item can be awarded to a different vendor.
Lot A group of items are identified by a common lot number. All of the items in a lot

are awarded to a single vendor.

Grand Total All items will be awarded to a single vendor.

You can change the award method at the time of evaluation.

Quick Quote informs vendors of the award method so they can submit responses
accordingly.
Comments

You can include any other information in the Comments text box, up to 255 characters. The
comments are displayed to every user and supplier who views the Quick Quote request
header. (Note: This information is not transferred to the Awards page or the eMall when the
order is created.)

You can use attachments if you need to include comments that are longer than 255
characters.

Special Terms and Conditions

The Special Terms and Conditions field is available to note important terms and conditions,
up to 255 characters.

You can use attachments to add terms and conditions that are longer than 255 characters.

Attachments

The eVA Std Terms and Conditions document is attached to each Quick Quote request
header. This document contains information about general terms and conditions specific to
the request.

If you have general terms and conditions that are different than the eVA Standard Terms
and Conditions, you can have them added to the online listing. To do this, contact your
Account Executive and provide either:

e A link to the document stored on your site
e The document to be uploaded to the eVA Web site

You can include attachments of any file type.

Page 8 Quick Quote Buyer User Guide (26-0003) Version 11
06/17/2010



eVA QUICK QUOTE

CREATE A REQUEST

To add an attachment, click the Manage Attachments button.
_ Request Header Information

Request Header

e Request Header Information page contains header information for the new Quick Quote Request being created.
Vendor List Note: Asterisk (%) indicates required field.

Current Request List Buyer Agency: A136VITA - Virginia Information Technology Agency - E2E
Buyer Name: Candace Buyer

Eortal Home Pags Buyer Phone #: 703-267-8000
Buyer Email: system_test@hotmail.com

00 -FAQ & Set-Aside?: O

Buver User Guide ¢

PSS gt T —

Vendor User Guide &

Vendor 0O Quick Close Date Display:

SR Bid Valid (D:

Accessibility & id valid (Days):

Customer Support & Service Area:

EAQ S Award Method:

Comments:

Special Terms and Conditions:

eVA Std Terms and Conditions.htm & No —

Click the Browse... button to open the Choose file window and locate the attachment you
want to add.

Attachments

Current Request List

Cone

Portal Home Page

Step 1: Click Browse and select a file.
00 - FAQ |

If yvou do not see a "Browse" button, your browser does not support attachments.
Buver User Guide &
Vendor User Guide & | “ Browse.. |
Buver uick Guide
Giide B Step 2: Click Attach File.
Accessibility B
Repeat steps 1 and 2 to attach more files.

Customer Support &
EAD

Step 3: Change Proprietary and Confidential settings as necessary.

eVA Std Terms and |
Conditions.htm
Step 4: Click Done when you are finished.
Done
Select the file you want to attach and click Open.
Version 11 Quick Quote Buyer User Guide (26-0003) Page 9
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Choose file R=|

Laak in: I@ [Bln] j L £k E-
2 [£] Adobed bxt [£] wordz. bt
. [£] Adobez. bxt [£] worda. bt

My Recent  |[Z] Adobed.bxt

Documents m C1 Composing. txk
E] 2 Composing. Exk
[£] 3 Submitted kxt

@

Desktop =| C5. bt
N [ cokxt
‘—) [E c1o.bxe
L [Z] c15.bxt
My Documents D
=| Gail k=t
E] Mark.bxt

[ GQ vendor 022304.kxt
E] Qi Vendor updated.bxt

@

tyw Camputer
[£] wiordd bt
My Metwork il name: |10 Vendor 022304 1 |

Places

=
Files of type: IAII Filers %4 LI Cancel |
2

The recommended file size for each individual attachment is 4 MB. If an attachment exceeds
the 4 MB limit, you might experience a delay and the file might not attach. In addition, most
firewalls prohibit users from downloading files larger than 4 MB.

After the file appears in the Browse box, click Attach File to add the file to the request.

AH@chments

Current Request List

Done
Portal Home Page
Step 1: Click Browse and select a file.
00 - FAQ &
. If you do not =ee a "Browse" button, your browser does not support attachments.
Buver User Guide i
e e e C:\My_Data\Documentation\Quick Quote\CE [ Browse... |
Buver uick Guide
W Step 2: Click Attach File. *
Accessibility &
Repeat steps 1 and 2 to attach more files.
Customer Support &
FAG i
Step 3: Change Proprietary and Confidential settings as necessary.
eVA Std Terms and O
Conditions.htm
Step 4: Click Done when you are finished.
Done

The file is added to the table under Step 3 with two options:

e Delete link
e Proprietary and Confidential check box

If the file you attached is incorrect or if you decide that you do not want to attach that file,
click the Delete link that corresponds to the attachment.

Page 10 Quick Quote Buyer User Guide (26-0003) Version 11
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Select the Proprietary and Confidential check box to prevent the attachment from displaying
to the vendor. This means that only internal users can view this attachment.

Attachments
Current Request List
Done
Portal Home Page
Step 1: Click Browse and select a file.
00 - FAQ i
X If you do not see a "Browse" button, your browser does not support attachments.
Buver User Guide &
Vendor User Guide B |[ Browse
Buver QQ Quick Guide
| Guide B Step 2: Click attach File.
Accessibility &
Repeat steps 1 and 2 to attach more files.
Customer Support &
FAQ &
Step 3: Change Proprietary and Confidential settings as necessary.
VA Std Terms and Conditions.htm O
CB_26-0003 QQ Buyer UG
v7_061109_DRAFT.doc Zeles
Step 4: Click Done when you are finished.
Done
Click the Done link to return to the Request Header Information page.
Attachments
Current Regquest List
Done
Portal Home Page
Step 1: Click Browse and select a file.
Qg - FAQ I
X If you do not see a "Browse” butten, your browser does not support attachments.
Buver User Guide &
Wendor User Guide & |[ Browse ]
Buver uick Guide
R i  lck A ie. | IAERERAIEN]
Guide & Step 2: Click Attach File.
Accessibility &
Repeat steps 1 and 2 to attach more files.
Customer Support &
FaQ &
Step 3: Change Froprietary and Confidential settings as necessary.
eV Std Terms and Conditions.htm O
CB_26-0003 QO Buyer UG
v7_061109_DRAFT.doc Delete
Step 4: Click Done when you are finished.
Done
Version 11 Quick Quote Buyer User Guide (26-0003) Page 11
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Click Next to access the Item Management page. Click Save/Close to exit the request and
return to the Current Request List. Quick Quote automatically saves your request in
composing status. Click the Current Request List link on the left menu to close the
request without saving it.

_ Request Header Information _

Request Header

ltem Management
Ltem Management Request Header Infarmation page contains header information for the new Quick Quote Request being created.
Vendor List Note: Asterisk () indicates required field.

Lurrent Request List Buyer Agency: AL36VITA - Virginia Information Technology Agency - E2E
Buyer Name: Candace Buyer

PBortal Home Page Buyer Phone #: 703-267-8000
Buyer Email: system_test@hotmail.com

Q0 -FAQH Set-Aside?: O

Wendor User Guide &

Vendor 00 Ouick Close Date Display:

f:;—:‘;im E Bid valid (Days):

i Service Area: View Service Area Map & View Service Area Table &
E2Q & Award Method:

Comments:

Special Terms and Conditions:

eVA 5td Terms and Conditions.htm & No _ Manage Attachments |

[cB 26-0003 00 Buver UG v7 061109 DRAFT.doc & | Ho |

Item Management
To add an item, click the Add New Item button.

_ Item Management e

Request Header

Item Management
Wendor List

m Use the Item Management page to add, edit, or delete items. To add additional items, click the Add New Item button below.

Current Request List

*-_—

Portal Home Page

00 - FAQ &

Buver User Guide &
Vendor User Guide i
Buver uick Guide

Vendor 00 Quick Add NIGP Codes

Guide &
Accessibility &
Customer Support & E' OPTIONAL - Use this area to add more NIGP Codes to the Quick Quote Reguest to notify additional vendors.
EAQ &

Searct Here (Code or D |-

Page 12 Quick Quote Buyer User Guide (26-0003) Version 11
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Request Item

The Request Item screen displays the fields for the new line item.

A red asterisk (*) indicates the field is required.

Request Item

Current Reguest List

Portal Home Page

2Q - FAG
Buver User Guide &
Wendor User Guide

Buver Q0 Quick Guide

Wendor 00 Quick
Guide &

Accessibility i
Customer Support &
FAQ F

Lot Number:
Item Number:
* Item Description:

* Quantity:

* Unit of Measure:
UOM Description:
* NIGP Code:

* Need By Date:
Need By Date Display:

* Ship To:

Comments:

Attachments:

[i] note: asterisk (*) indicates required field.

Return to Ttem Management

Lok up Units of Measure &

Look up NIGP codes &

[+] [Day [] [vear [+]

[Month

Centreville Receiving Office v

1 Main Street Centreville, VA 20120

Special Terms and Conditions:

NO ATTACHMENTS

Return to Item Management

Field

Comment

Lot Number

You must enter a lot number if your award method is Lot

Item Number

Quick Quote-generated sequential number

Item Description*

Required

Quantity*

Required

Unit of Measure*

Required. Select Look up Units of Measure to see list.

UOM Description

Read-only. Quick Quote provides description based on Unit of Measure.

NIGP Code*

Required. Select Look up NIGP codes to see list.

Need By Date*

Required

Need By Date Display

Read-only. Selected Need By Date is displayed in mm/dd/yyyy format.

Ship To*

Required

Comments

Up to 255 characters

Special Terms and Conditions

Up to 255 characters

Attachments

You can add attachments to the line item, just as you have for the header

Lot Number

Only use this field if you chose Lot as the award method on the Request Header Information
page. If you do not enter a Lot Number, the system will assign all items to Lot 0 (zero).

Version 11
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Item Number
This field contains a Quick Quote generated sequential number.

Item Description

Enter a description of the item, up to 255 characters. This field is required.

If you need additional space, create an attachment and make a note in the Item Description
that additional detail is in the Attachments section.

Quantity

Enter a numeric quantity for the item. This field is required.

Use whole numbers only; decimals are not allowed. Quick Quote generates an error
message if the data entered is invalid.

Unit of Measure

Enter a valid abbreviation in the Unit of Measure (UOM) text box. Quick Quote will populate
the UOM Description for the UOM. If the abbreviation is not on the standard list, Quick
Quote generates an error message. This field is required.

Click the Look up Units of Measure link to see a list of valid units and descriptions. (Use
the browser’s Search or Find function to help you identify the right unit of measure.)
NIGP Code

NIGP Codes are the standardized commodity codes for goods or services that vendors have
registered to provide. Enter a valid value in the field, and Quick Quote will provide the NIGP
Description when you complete the Request Item entry. If the entry is not valid, an error
message displays. This field is required.

Click the Look up NIGP codes link to see a list of valid commodity codes. (Use the
browser’s Search or Find function to help you identify the right code.)

Need By Date

Enter the date when you will need the goods or services. This field is required.

Ship To

Quick Quote initially populates the Ship To address with your agency’s default address. The
Ship To location name displays in the drop-down list and the address (street, city, state,
zip) displays below the location name. This field is required.

If the Ship To address on a request in composing status has been deleted from the list of
valid eVA addresses, a warning message informs you the address is no longer valid and you
must select a new address. (You or your administrator will also want to change your default
Ship To address in your User Profile.)

Comments

You can include any other information in the Comments text box, up to 255 characters. The
comments are displayed to every user and vendor that views the Quick Quote request line
item.

Special Terms and Conditions

Use the Special Terms and Conditions field to give information to vendors that is specific to
this line item, such as special packaging requirements.

This field can accommodate up to 255 characters.

Page 14 Quick Quote Buyer User Guide (26-0003) Version 11
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Attachments

You can include attachments of any file type on each item. Click Manage Attachments to
provide expanded description, comments, special terms and conditions, or any other
information you may need to provide the vendor.

Do not add attachments with a file size larger than 4 MB. Large attachments might cause a
substantial delay and they exceed the limits that many vendors have for downloading large
files through their firewalls or Internet Service Providers (ISP).

After you have filled out all of the required information, click the Save Item button.

Request Item

Current Request List

: - )
PTE— [@] nots: asterisk (#) indicates required field.

QQ -FAQ &
Buver User Guide & Return to Item Management

Vendor User Guide &
Buver 00 Ouick Guide | Saveem_ |

Vendor QQ Quick

Guide & Lot Number:
el Ttem Number: 1
Customer Support & | o
* Item Description: Vegetables
FAQ
* Quantity: 100
* Unit of Measure: ea Look up Units of Measure &

UOM Description:

* NIGP Code: 01950 Look up NIGF codes &
* Need By Date: [3uly [v] [2008[+]

Need By Date Display: 7/4/2009
* Ship To: [Centrevile Receiving Offics (v

1 Main Street Centreville, VA 20120
Comments:

Special Terms and Conditions:

Attachments: o ATTACKNENTS " Manooo Atachmerss |

ey

Return to Ttem Management

Version 11 Quick Quote Buyer User Guide (26-0003) Page 15
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After the item is saved, a new Request Item page appears with a 2 in the Item Number
field. Enter all required information to add another item to the request. When you are
finished adding all items, click the Return to Item Management link.

Request Item

Current Request List

‘ S o
s [i] note: Asterisk (+) indicates required fisld.

00 - Fag &
Buver User Guide (5 Return to Item Management

Vendor User Guide &
Buver OO Quick Guide _

Vendor 00 Quick

Guide & Lot Number:
e Item Number: 2
Customer Support & .
* Item Description:
FAQ &
* Quantity: 0
* Unit of Measure: Look up Units of Measure &
UOM Description:
* NIGP Code: Look up NIGP codes @
* Need By Date: [month  [+] [pay [+] [Year [+]

Need By Date Display:

* Ship To: Centreville Receiving Office
1 Main Street Centreville, VA 20120
Comments:

Special Terms and Conditions:

Attachments: NO ATTACHMENTS —

Return to Item Management

The new item is added to your list on the Item Management page. If you need to edit an
item, click the Edit link next to the item and repeat the steps outlined above.
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Add NIGP Codes

The Add NIGP Codes area allows you to add NIGP Codes to the Quick Quote Request so that
additional vendors are notified of the Quick Quote request. This is helpful in situations
where there is a mismatch between the commodities for which a vendor has registered and
the commodity that is on a solicitation. Completing this area is optional.

_ Item Management e

Request Header

Item Management
m Use the Item Management page to add, edit, or delete items. To add additional items, click the Add New Item button below.
Wendor List

Current Request List

Portal Home Page

*-_—

00 - FAQ &
Buver User Guide &

Vendor User Guide i

Buver 00 Quick Guide
Vendor 00 Quick Add NIGP Codes
Guide &

Accessibility &

Customer Support & m OPTIONAL - Use this area to add more NIGP Codes to the Quick Quote Reguest to notify additional vendors.
EAQ &

Searct Here (Code or Description) -

To use this feature, click inside the text box labeled Search Here (Code or Description) and
begin typing an NIGP Code or keyword (commodity description). A search is triggered after
two characters are entered in this field. The 20 closest matches to the commodity code or
description are displayed below the field. As more characters are entered, the search
results are refined. To select a value from the list of search results, click the value in the
list so that it displays in the text box.

| Add NIGP Codes

E OPTIONAL - Use this area to add more NIGF Codes to the Quick Quote Request to notify additienal vendors.

Commodiy
ved |

01550 Vegetables

10005 Boxes, Crates, Baskets, £tc. (For Fresh Fruits And Vegetable
12092 Vegetation Control And Removal Equipment, Water

16562 Peelers, Fruit Or Vegetable

18048 Fats, Vegetable Oils, And Fatty Acids: Coconut, Tall Ofl, Ta
37003 Blanchers, Fruit And Vegetable

37075 Washing Machine, Fruit And Vegetable

38595 Vegetables, Freeze Dried

38596 Vegetables, Frozen

39033 Hors Djoeuvres, Meat Trays, Vegetable Trays, Dessert Trays,
39075 Shortening (Except Vegetable) And Lard

35084 Vegetables, Fresh

39353 Fruits, Vegetables, And Full Meal Entrees, Dehydrated

39360 Juices, Fruit And Vegetable (Not Frozen)

39375 Shortening And Ofl, Vegetable

39386 Vegetables, Canned

39387 Vegetables, Dried, Beans, Peas, Etc. %

79080 Vegetsble Seed

96154 Milling Services: Grain, Cottonseed, Vegetable, Wood, Etc.
98889 Weed And Vegstation Control (Including Aquatic Weed Control)
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Click the Add button to add the value to the Commodity list. Upon doing so, it becomes a
read-only row directly above the Search Here text box. The Add button is visible and
enabled while the Quick Quote request is in composing status.

Add NIGP Codes

E OFTIONAL - Use this area to add more NIGP Codes to the Quick Quote Request to notify additional vendors.

01990 Vegetables
|Search Here (Code orD i |

The maximum number of commodities that you can add to the Add NIGP Codes area is 25.
When the limit is reached, the search box and Add button will be hidden. They remain
hidden until you delete a record on this page.

Add NIGP Codes

m OPTIONAL - Use this area to add more NIGP Codes to the Quick Quote Request to notify additional vendors.

00500 Abrasives

00505 Abrasive Equipment And Tools

00514 Abrasives, Coated: Cloth, Fiber, Sandpaper, Etc.

00521 Abrasives, Sandblasting, Metal

00528 Abrasives, Sandblasting {Other Than Metal)

00542 Abrasives, Solid: Wheels, Stones, Etc.

00556 Abrasives, Tumbling (Wheel)

00575 Recycled Abrasives Products And Supplies

01065 Jacketing (For Insulation): Canvas, O=naburg, Etc.

03104 Air Conditioners: Controlled Environment (For Computer Rooms
05568 Maonitors, Computerized (Brakes, Lights, Rpm, Temperature, Et
02500 Air Compressors And Accessories

03567 Lights: Anti-Collision, Landing, Mavigations, Etc.

05537 Headlights, Accessories And Parts (Including Lamps)

01076 Paper Type Insulation Material (Cellulose, Etc.)

39376 Soda, Baking

03775 Soda Fountain Equipment And Accessories

015990 Vegetables

01030 Bands, Clips, And Wires (For Pipe Insulation)

00570 Pumice Stone

02253 Implement Parts For International Harvester

23200 Crafts, General

13500 Bricks And Cther Clay Products, Refractory Materials, And St

24021 Chinaware

25000 Data Processing Cards And Faper

To remove an item from the Commodity list, click the Delete button beside the commodity
that you want to delete.
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Vendor List

Quick Quote generates a list of vendors based on the commodity codes (NIGP codes from
the Item Management lines and the NIGP codes listed in the Add NIGP Codes area) and
service areas (Service Area from the Request Header Information page) who have the same
values set in their registration account.

Vendors are displayed on the Vendor List in three sections:

Section Description Add or Delete
Premium Vendors that registered for Premium service level are always notified of You cannot deselect
Vendors bidding opportunities for their registered commodity codes. Premium Vendors.
Basic Vendors that registered for Basic service level. You can deselect Basic
Vendors Vendors.

Ad Hoc Vendors that you can add to the vendor list. You can add Ad Hoc
Vendors Vendors manually.

I:Qj It is important for vendors to know the importance of registering in eVA with all
applicable NIGP Codes, Federal Tax ID, and Service Area information.

Vendors that have registered multiple solicitation locations, or have identified multiple users
to be notified, will appear more than once. Each entry shows the location’s email address,
phone number, fax number, and contact information. If a single vendor location is
registered for multiple NIGP Codes on a Quick Quote request, the vendor location will be
displayed and notified only once.

 Errr— I

Request Header

fore the Company Name. Premium vendors cannot be

Phone Number Fax Number SWAM Notify Date
(703)555-1234
(703)555-1234 (703)267-7297

(705)555-1234. (703)585-1234

Company Name
8ig and Small Stars
ig and Small Stars

Phone Number Fax Number SWAM Notify Date
(703)546-5465 (703)267-7030

(703);

(703)267-1234 (703)267-7295
(703)555-1234 (703)267-7295
(703)267-8000 (703)267-8000
(703),
(555),
(555),

703)267-1234 (703)267-8641
555)555-5555 (555)555-5555

Email Phone Number Fax Number Notify Date

| Provious | Next | Save/Gose |

At any point, if you make changes to the request, such as changing NIGP Codes or Service
Area, this Vendor List automatically regenerates using the new criteria.

ligj If a vendor you expect to be on the list does not appear, check the NIGP code
entered for each item or add the vendor as an ad hoc vendor.
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Add Ad Hoc Vendors

Until the request reaches closed status, you can add vendors that do not appear on the
Vendor List (that is, they have not registered for the selected commodity codes or service
areas, or they have not yet registered in eVA).

Click the Create New Ad Hoc Vendor button to add vendors.

[ o Lis | o | s

Request Hesder

Ltem Management To add new vendors to this list, select "New Ad Hoc Vendor” button located in the AD HOC VENDOR section. You can deselect any BASIC or AD HOC VENDOR by un-checking the checkbox
Vendor List located before the Company Name. Premium vendors cannot be deselected.

Vendor Notification

Sientfenest LS| PREIUM VENDORS

Eortal Home Page Rainy Days Tannehill, Gavin system_test@hotmail.com (703)555-1234
Rainy Days Gavin, Tannehill system_Test@hotmail.com (703)555-1234 (703)267-7297
SK Fashions Fashion Vendor, Susan susan.kennedy@cgi.com (703)555-1234.

00 - FAQ & SK Fashions Fashions Reg Admin, Susan susan.kennedy@cgi.com (705)555-1234 (703)555-1234

Buver User Guide &
Wendor User Guide B

Euver 00 Ouick Gude BASIC VENDORS
| Dosclect Al | | Select A1l |

Vendor QO Quick
Guide &

Accessibility &
Customer Support &
EAQ &

Big and Small Stars Tester, John jacob_dylan0s@hotmail.com (703)546-5465 (703)267-7030
Big and Small Stars Tester, John systemteststi @gmail.com (703)855-6666

Botanical Gardens Tannehill, Travis travis.tannehill@yahoo.com (703)267-1234 (703)267-7295
Botanical Gardens Tannehill, Travis beautiful_childreni@yahos.com (703)555-1234 (703)267-7295
Botanical Gardens Candace, Baker cgicandaceb@yahoo.com (703)267-8000 (703)267-8000
Botanical Gardens Tannehill, Candace cgicandaceb@yahoo.com (703)267-1234 (703)267-8641
Family Business Kim, Christine ckim1017@hotmail.com (555)555-5555 (555)555-5555
Family Business Kim, Christine christine. kim@cgi.com (555)555-5555

I NEEEERER

AD HOC VENDORS
[ Secloct Al | | Create New Ad Hoc Vendor |

—_*

To add vendors, you will need to enter the following information. Required information is
marked with a red asterisk (*).

Field Required Comment

Vendor Name* Required

Contact Name*  Required

Vendor TIN* Required Federal Tax ID. MUST match the TIN on the vendor registration for the
vendor to receive the request. Nine digits, no hyphens.

Contact Email*  Required if Fax
Number is blank

Contact Phone 10 digits, no hyphens or spaces (for example, 8041234567).

Number

Phone Extension Numbers only

Contact Fax Required if Email is 10 digits, no hyphens or spaces (for example, 8041234567).

Number* blank
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After you have entered the required information, click the Save Ad Hoc Vendor button.

Ad Hoc Vendor Page

Current Request List

Ad Hoe Vendors are vendors that are not registered in VSS. If you wish to send your request to a vendor not within the system, fill in the fields below with the vendor's name, the name of your principal contact, the
El vendor's TIN, and at least ONE of the following: contact's email or fax number.

Portal Home Page
Mote: Asterisk (*) indicates required field.

Q0 - FAQ &
Buver User Guide B = yvendor Name: Candace Buyer

Wendor User Guide & * Contact Name: Beautiful Children

EES uick GUIGe = ygndor TIN: 123321123 (9 numbers only)

Mendor OQ Quick Contact Email: Beautiful_Children1@y;
Guide &

Accessibility Contact Phene Number: 7035551234 (10 numbers only)
EEmmersinpot i Fhone Bxtension: (numbers only)
Contact Fax Number: 7032675555 (10 numbers only)

EAQ &

*

The ad hoc vendor information is displayed at the bottom. You can continue to add more ad
hoc vendors as needed; click the Return to Vendor List link when you are finished.

Ad Hoc Vendor Page

Current Reguest List

Ad Hoc Vendors are vendors that are not registered in VSS. If you wish to send your request to a vendor not within the system, fill in the fields below with the vendor's name, the name of your principal contact, the
E' vendor's TIN, and at least ONE of the following: contact's email or fax number.

Portal Home Pags

Note: Asterisk (*) indicates required field.

00 -FAQ &
Buyer User Guide B = vendor Name:
Wendor User Guide = Contact Name:
Buver uick Guide = yendor TIN:

(9 numbers only)
I Vendor QQ Quick Contact Email:
Guide &
Accessibility & Contact Phone Number: (10 numbers only)
Customer Support @ Pone Extension: (numbers only)
—_ Contact Fax Number: (10 numbers only)

Current Ad Hocs for Request EVAOO1_QQ009183
Vendor TIN Company Name Contact Name Contact Phone Contact Fax Contact Email
123321123 Beautiful Children Candace Tannehill (703)555-1234 (703)267-5555 Beautiful_Children1@yahoo.com
999939999 Taylor Swift Taylor Swift (703)555-5555

Return to Vendor List

If the Vendor TIN on the request does not match the TIN on the vendor’s eVA registration,
the vendor will not be able to view the Quick Quote request even though they have received
a notification.

If you enter a Contact Email, Quick Quote automatically sends the invitation to the email
address. If you enter a Contact Fax Number instead, Quick Quote faxes the request to the
vendor. If you enter both, Quick Quote will only send out an email invitation.

If the Ad Hoc Vendor entry has incorrect information, deselect the incorrect entry and enter
a new Ad Hoc Vendor record with the correct information.
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Deselecting Vendors
You can deselect vendors in the Basic or Ad Hoc sections by deselecting the check boxes in
the Select column.

You cannot deselect vendors if they have already been notified (that is, the request was
previously issued). Premium vendors can never be deselected.

I%j Do not deselect vendors until you are ready to submit the request. If you exit the
request without submitting it, or you make any changes to the request, the Vendor
List will be regenerated and the deselected vendors will be restored.

Click the Next button to continue.
=S vencor List | Prevous | Mot || SovesCiose |

Request Header

Item Monagement To add new vendors to this list, select "New Ad Hoc Vendor” button located in the AD HOC VENDOR section. You can deselect any BASIC or AD HOC VENDOR by un-checking the checkbox
Vendor List located before the Company Name. Premium vendors cannot be deselected.

Vendor Notification

Sucsliswueslel 2 pREMIUM VENDORS

Portal Home Page Rainy Days Tannehill, Gavin system_test@hotmail.com (703)555-1234
Rainy Days Gavin, Tannehill system_Test@hotmail.com (703)555-1234 (703)267-7297
SK Fashions Fashion Wendor, Susan susan.kennedy@cgi.com (703)555-1234

Q0 -FAQE SK Fashions Fashions Reg Admin, Susan susan.kennedy@cai.com (705)555-1234 (703)555-1234

Buver User Guide &
Vendor User Guide &

Buver 00 cuick auige | BASIC VENDORS
[ Desclect A | | Salect Al |

Vendor 0O Quick
Guide &

Accessibilitv &
Customer Support &
EAQ &

Big and Small Stars Tester, John jacob_dylanog@hotmail.com (703)546-5465 (703)267-7030
Big and Small Stars Tester, John systemtestst1@gmail.com (703)855-6666

Botanical Gardens Tannehill, Travis travis tannehill @yahoo.com (703)267-1234 (703)267-7295
Botanical Gardens Tannehill, Travis beautiful_children1@yahoo.com (703)555-1234 (703)267-7295
Botanical Gardens Candace, Baker cgicandaceb@yahoo.com (703)267-8000 (703)267-8000
Botanical Gardens Tannehill, Candace cgicandaceb@yahoo.com (703)267-1234 (703)267-8641
Family Business Kim, Christine ckim1017@hotmail.com (555)555-5555 (555)555-5555
Family Business Kim, Christine christine kim@ecgi.com (555)555-5555

I NRERREER

AD HOC VENDORS
[ Select Al | | Create New Ad Hoc Vendor |

Beautiful Childran Candace Buyer Beautiful_Children1@yahoo.com (703)555-1234 (703)267-5555

Taylor Swift Taylor Swift (703)555-5555
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Vendor Notification

The Vendor Notification page lists all vendors to be notified of the Quick Quote request,
separated into three groups.

Section Comment

Notified by Quick Quote sends an email to the vendor’s registered solicitation email address. For Ad Hoc
Email Vendors, Quick Quote uses the Contact Email entered on the Quick Quote Vendor List.

Notified by Quick Quote sends a fax to the vendor’s registered solicitation fax number. For Ad Hoc Vendors,
Fax Quick Quote uses the Contact Fax entered on the Quick Quote Vendor List.

Notified by The vendor has set its preferred method of notification to US Mail. You must notify the vendor
Buyer manually. Remember to include attachments.

::me e Previous | Next | Save/Close

Request Header

Itern Management

[ E Quick Quote will notify the email and fax vendors listed below. The buyer must notify the vendors who have not selected a correspondence type or a correspondence type of US Mail.
endor Li:

wendor Notification

Request Review

Quick Quote Vendor Name Contact Name Email Address Phone Number Fax Number SWAM Notify Date
Current Reguest List  Big and Small Stars Tester, John jacab_dylan08@hotmail.com (703)546-5465 (703)267-7030
Big and Small Stars Tester, John systemtestst1@gmail.com (703)855-6666
Partal Botanical Gardens Tannehill, Travis travis.tannehill @yahoo.com (703)267-1234 (703)267-7255
Portal Home Page Botanical Gardens Tannehill, Travis beautiful_children1@yahae.com (703)555-1234 (703)267-7295
Botanical Gardens Candace, Baker cgicandaceb@yahoo.com (703)267-8000 (703)267-8000
Suppert Family Business Kim, Christine christine.kim@cgi.com (555)555-5555
n Rainy Days Tannehill, Gavin system_test@hotmail.com (703)555-1234
00 -Fa0 & SK Fashions s ey e, SiEE SiSET Ty LT (703)555-1234
Buver User Guide 5
Wendor User Guide I5
Buver OQ Quick Guide
Vendor 00 Ouick Vendor Name Contact Name Email Address Phone Number Fax Number SwaM Notify Date
Glide ® Taylor Swift Taylor Swift (703)555-5555
Accessibility &
Customer Support &
FAQ & =
Vendor Name Contact Name Email Address Phone Number Fax Number SWAM Notify Date
Family Business Kim, Christine ckim1017@hotmail.com (555)555-5555 (555)555-5555

Printing the Vendor Notification List
You can print this page using your browser’s Print function and keep it as a record of the

vendors that will be notified. You can also use it as a helpful reminder to notify vendors in
the Notified by Buyer section. (You can return to this page later.)

After you print this page, click Next to go to the Request Review page.

Request Review

Use the Request Review page to review your Quick Quote request. You can also print the
Quick Quote request by using your browser’s Print function. This page provides the details
for each item so you can deliver a printed version of the request, along with any
attachments, to the vendors in the Notified by Buyer section on the Vendor Notification

page.
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eVA

To print attachments, select the link for each attachment and print them from their own

pages.

‘ Request Review

 Previous | Submit | Save/Giose |

This page displays the Quick Quote Request information. To view a specific item from this request, select the Ttem Management link on the left. Select "Vendor List" link to add Ad Hoc Vendors to an issued Quick Quote request. Select the Submit button

to issue the request. Select "Close” to leave this request

|Request Header
Buyer Agency: A136VITA - Virginia Information Technology Agency - E2E
| Buyer Name: Candace Tannehill
Buyer Phone #: 703-267-8000
| ‘Buyer Email: candace.baker@cgi.com
Request ID: EVA001_QQ009183
Request Title: Vegetables
Status: composing
Request Sent Date: nfa
Response Due Date: 6/11/2009 12:00 AM
Bid valid (Days): 30
Service Area: 10
Award Method: Line
Comments: nane

Special Terms and Conditions: |none

Attachments: AmachedFiles
WA Std Terms and Conditions.htm & No

Request Items

Item ID: 1

Lot ID: n/a

Item Description: Vegetables

Quantity: 10

Unit of Measure: ea

UOM Description: each

NIGP Code: 01930

NIGP Code Description: Vegetables

Need By Date: 7/1/2009

Ship To: Centreville Receiving Office
1 Main Street, Centreville, V4, 20120

Comments: nane

Special Terms and Conditions: |none

Attachments: NQ ATTACHMENTS

Item ID: 2

Lot ID: n/a

Item Description: Boxes, Crates, Baskets, etc. (For Fresh Fruits and Vegetables)
Quantity: 100

Unit of Measure: ea

UOM Description: each

NIGP Code: 10005

NIGP Code Description: Boxes, Crates, Baskets, Etc. (For Fresh Fruits And Vegetable
Need By Date: 7/4/2009

Ship To: Centreville Receiving Office

1 Main Street, Centreville, VA, 20120

Comments: none

Special Terms and Cenditions: |none

Attachments: NO ATTACHMENTS

Item ID: 3

Lot ID: nfa

Item Description: Peelers, Fruit or Vegetable
Quantity: 50

Unit of Measure: ea

UOM Description: each

NIGP Code: 16562

NIGP Code Description: Peelers, Fruit Or Vegetable
Need By Date: 7/4/2009

Centreville Recsiving Office

ship Te:
1 Main Street, Centreville, VA, 20120

Comments: nene

Special Terms and Conditions: |none

Attachments: NO ATTACHMENTS

To make changes, return to the Request Header, Item

| Previous | Submit | SavefClose |

Management, Vendor List, or Vendor

Notification pages by clicking the corresponding link in the left menu.

To save the Quick Quote request without issuing it, click Save/Close.

To send the Quick Quote request to the vendors and go to the Quick Quote Request

Complete page, click Submit.
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Quick Quote Request Complete

This page displays the name of the registered vendors who have been notified of the
request.

_Quick Quote Request Complete

Current Request List
Create Request

Past Request List
Reguest by

buysenseCrg List
Beautiful Children
Portal Home Page Taylor Swift
Big and Small Stars
Big and Small Stars

00 -FAQ A Botanical Gardens
. Botanical Gardens
! >
Buver User Guide & Family Business
Vendor User Guide & EE ";V E‘_EVS
Buver uick Guide asnions

Vendor 0Q Quick Return to Current List
Guide &

Accessibility &
Customer Support &
FAQ &

.~

The notification includes all of the Quick Quote request information—header and line items,
comments, eVA Standard Terms and Conditions, and the number of attachments.

E Confirmation: Your Quick Quote Request EVADO1_QQO009183 was successfully issued. Notifications have been sent to the wendors below [4168].

Ad hoc vendors receive the same message as registered vendors. If the ad hoc vendor TIN
does not match the vendor TIN at eVA registration, the vendor will not be able to view
requests even though it has received notification.
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A sample notification is displayed. The same text is used for both email and fax
notifications.

New Quick Quote Request - Vegetables Compact Header v | Full Message View
Candace Tannehill <noreturnUAT@dgs.virginia.gov> [*¥ add  To: Beautiful_Chidren1@yahoo.com

***DO NOT REPLY TO THIS MESSAGE™*

Dear Candace Tannehill of Beautiful Children,

A Quick Quote bidding opportunity is waiting for you on the Commonwealth of Virginia procurement system, eVA

To bid, you'l need to enter your company’s eVA Username and password under the Vendor Login section at the 6VA website at hitp eva virginia gov. Once logged in, click on Business Opportunities, and then click on
the Quick Quote link:

If you are not registered in VA, go to the VA site at the above link. Ta complete the registration process, you will need your TAX ID and Dun & Bradstreat (DUNS) number. Once registered. login and follow the instructions
as noted in the above paragraph

Need help with Quick Quote? Call eVA Customer Care at (8

7 or email eVAGustomer Care@dus virginia goy
The information from the request is below-

SUMMARY/REQUEST HEADER

Buyer Agency:  A136VITA - Virginia Information Technology Agency - E2E

Buyer Name: Candace Tannehill

Buyer Phone:  703-267-8000
Buyer Email:  kystem test@hotmail com

Request ID EVA001_QQ009183
Title Vegetables
Close Date: 6/11/2009 12:00 AM

Bid Valid (Days): 30
Award Method:  Line

Senice Area: 10

Comments:

Special Terms And Conditions:
Number of Header Attachments: 1

(Do not try to open attachments here. Go to Quick Quote)

Attachment Name: eVA Std Terms and Conditions. htm

Item Number- 1
Lot Number: 0
ltem Description:  Vegetables
Quantity: 10
ea

UOM Description: ~each
NIGP Code: 990
NIGP Code Desciiption: Vegetables
Need By Date 7112009
Ship To: Céntreville Receiving Ofice

1 Main Strest, Centrevile, VA, 20120
Comments.

Special Terms And Conditions:

Number of Attachments: 0

tem Mumber: 2
Lot Number- 0

item Description: ~ Boxes, Crates, Baskets, etc. (For Fresh Fruits and Vegetables)
Quantity-

UOM Description: each

NIGP Code: 10005

NIGP Code Description: Boxes, Crates, Baskets, Etc. (For Fresh Fruits And Vegetable
Need By Date 71412009

Ship To: Centreville Receiing Office

1 Main Street, Centreville, VA, 20120

Comments
Special Terms And Conditions:

Number of Attachments: 0

Item Number: 3

Lot Number: 0

tem Description: _ Peelers, Fruit or Vegetable
Quantity: 50

ca
UOM Description: ~ each
NIGP Code: 16562
NIGP Code Description: Peelers, Fruit Or Vegetable
Need By Date 71412009
Ship To: Centreville Recehing Office

1 Main Street, Centreville, VA, 20120

Comments
Special Terms And Conditions:
Number of Attachments: 0

Email sent to: Beautiful_Children1@yahoo com

Help for Vendors

The notification includes detailed instructions for accessing Quick Quote and how to get
assistance.

If a vendor calls you for help with responding to a request, refer them to the Quick Quote
Vendor User Guide. Vendors can access the guide from the QQ - User Guide link in the left
navigation menu of Quick Quote.

You can access the Quick Quote Vendor User Guide by clicking the QQ - Vendor User
Guide link from the Support section of the left navigation menu.
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Add Vendor to an Issued Request
You can still add new vendors after a request is submitted and is in issued status.

On the Current Request List, locate the issued request and click its link under the Request

ID column.

_CurrentRequest List

Current Request List

Create Request

Past Reguest List
Request by
buysenseOr

Portal Home Page

00 - FAQ &

Buver User Guide &
Vendor User Guide &
uick Guide

Buver

Vendor 00 Quick
Guide &
Accessibility 5

Customer Suppart &

FAQ &

Requests to show per page: |10

O EVADOL 010276
0 EVA001 00010268
O EVADO1 010233
il EVAD01 010229
O

O

O

O EVA0D1 Q0010208
O EVAD01_QQ010206
O EVAQ01 Q0010204

0 Copy of 200-11 02/24/2010 30 Days 02/24/2010 02/24/2010 06:00 PM closed
1 Copy of CB: Feb Enhancement - QQ 16 (Line) 02/23/2010 90 Days 02/23/2010 02/24/2010 11:00 AM awarded
0 Copy of 19-cab 02/17/2010 30 Days 02/23/2010 02/24/2010 01:00 AM cdlosed
0 Copy of Copy of cb-2 02/16/2010 30 Days 02/16/2010 02/16/2010 10:00 BM closed
0 700-18_2 02/15/2010 2 Days 02/15/2010 03/01/2010 12:00 BM issued
0 700-18_1 02/15/2010 2 Days 02/16/2010 12:00 PM composing
0 Copy of Copy of cb-1 02/14/2010 30 Days 02/15/2010 09:00 PM composing
0 Copy of cb-1 02/14/2010 30 Days 02/15/2010 01:00 AM composing
0 Copy of cb-1 02/14/2010 30 Days 02/14/2010 09:00 BM composing
0 Copy of cb-2 02/14/2010 30 Days 02/15/2010 02/15/2010 07:00 BM awarded

Use this page to create, edit, copy, cancel, delete, or enter paper responses for Quick Quote requests. To edit a request, select the appropriate Request ID link. To copy a request, select the request to be copied
using the "Select” column checkbox and select the "Copy” button. To delete or cancel a request, select the request to be deleted or canceled using the "Select” checkbox and select the "Cancel/Delete” button. To
create a paper response, select the request and click the "Paper Response” button. To list additional request items, select the "Next” button below the list.

Click the Vendor List link from the left menu.

Request Review

| Previous | Submt | Save/Close |

Request Header
ltemn Management
Vendor, List

VEnduI'ijuuﬁmmn

Request Review

This paae displavs the Quick Quots Request information. To view a specific item from this request, select the Item Management link on the left. Select "wendor List” link to add Ad Hoc Vendors to an issued
Quick Quote request. Select the Submit button to issue the request. Select "Close” to leave this request

Request Header

Current Reguest List

Buyer Agency:

AL3BVITA - Virginia Information Technolegy Agency - E2E

Buyer Name:

Candace Tannehill

Portal Home Pags

Buyer Phone #:

703-267-3000

Buyer Email:

candace.baker@cgi.com

00 - FAQE

Request ID:

EVAD01_QQO09183

Buver User Guide & Request Title: Vegetables
Vendor User Guide & | Status: issued
Buver uick Guide | Request Sent Date: 06/10/2009
Vendor 00 Quick Due Date: 06/11/2009 12:00 AM
Guide & " m
& Bid Valid (Days): 30
o ctomer Supsert § || SErvice Area: 10
Award Method: Line
EAQ S
Comments: none
Special Terms and Conditions: |none

Attachments:

VA Std Terms and Conditions.htm & No

Request Items

Ttem 1D: 1
Lot ID: n/a

Item Description: Vegetables
Quantity: 10

Unit of Measure: ea

UOM Description: sach

NIGP Code: 01990
NIGP Code Description: Vegetables
Need By Date: 07/01/2009

Ship To:

Centreville Receiving Office
1 Main Street, Centreville, VA, 20120

Comments:

none
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Click Create New Ad Hoc Vendor and follow the instructions outlined earlier in this guide
to add a vendor. Be sure to submit the request again so the new vendor will be notified of
the request.

Vendor List

Request Header

a . .
Lem Mansgzment To add new vendors to this list, select "New Ad Hoc Vendor” button located in the AD HOC VENDOR section. You can deselect any BASIC or AD HOC VENDOR by un-checking the checkbosx
Vendor List located before the Company Name. Premium venders cannet be deselected.

Wendor Notification

Current Request List

PREMIUM VENDORS

Fortal Home Page Rainy Days Tannehill, Gavin system_test@hotmail.com (703)555-1234
Rainy Days Gavin, Tannehill system_Test@hotmail.com (703)555-1234 (703)267-7297
SK Fashions Fashion Vendor, Susan susan. kennedy@cgi.com (703)555-1234

SK Fashions Fashions Reg Admin, Susan susan. kennedy@cgi.com (705)555-1234 (703)555-1234

Q0 - FAQE
Buver User Guide &
Wendor User Guide &1

Buyer 00 ouick cuice. BASIC VENDORS

Vendor 00 Quick
Guide & Big and small Stars Tester, John jacob_dylanog@hotmail.com (703)546-5465 (703)267-7030

Accessibility & 8ig and Small Stars Tester, John systemteststt@gmail.com (703)855-6686
Customer Support & Botanical Gardens Tannehill, Travis travis.tannehill@yahoo.com (703)267-1234 (703)267-7295

EAQ A Botanical Gardens Tannehill, Travis beautiful_children1@yahoo.com (703)555-1234 (703)267-7265
Botanical Gardens Candace, Baker cgicandaceb@yahoo.com (703)267-8000 (703)267-8000
Botanical Gardens Tannehill, Candace cgicandaceb@yahoo.com (703)267-1234 (703)267-8641
Family Business Kim, Christine ckim1017@hotmail.com (555)555-5555 (555)555-5555
Family Business Kim, Christine christine. kim@cgi.com (555)555-5555

AD HOC VENDORS
[ Dosolect At | | Select Ml | | Creato New Ad Hoc Vendor |

Beautiful Children Candace Buyer Beautiful_Childreni@yahoo.com (703)555-1234 (703)267-5555
Taylor Swift Taylor Swift (703)555-5555

‘__*

The Notify Date column indicates when vendors were notified of the Quick Quote request.
The Notify Date for newly added Ad Hoc Vendors will be blank until the Quick Quote is sent
to the newly added vendor.

I%j You cannot add additional vendors after the request has closed.

Copy a Quick Quote Request

You can copy an existing request as a shortcut to creating a new Quick Quote request.

To copy an existing request that is similar to the request you want to submit, find a request
that contains much of the information you need and follow these steps:

1. Navigate to any Request List (Past, Current, or buysenseOrg).

2. Find the request that is similar to the request you want to create and select the check
box in the Select column.
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3. Click the Copy button.

_Cu rrent Request List

Current Request List

Create Request Use this page to create, edit, copy, cancel, delete, or enter paper responses for Quick Quote requests. To edit a request, select the appropriate Request ID link. To copy a request, select the request to be copied
m using the "Select” column checkbox and select the "Copy” button. To delete or cancel a request, select the request to be deleted or canceled using the "Select” checkbox and select the "Cancel/Delete” button. To
create a paper response, select the request and click the "Paper Respanse” button. To list additional request items, select the "Next” button below the list.

Reguests to show per page: [10 -

Past Reguest List
Request by
buvsenseOrg List

Portal Home Page

e A0S ———ﬂ———

Buver User Guide &
Vendor User Guide &

Buver Q0 Quick Guide *

vendor OO Ouick [1  EvA0DL 00010276 0 Copy of 200-11 02/24/2010 30 Days 02/24/2010 02/24/2010 06:00 PM cdlosed
S:::siih P [0  EvAo0i 00010268 1 Copy of CB: Feb Enhancement - QQ 16 (Line) 02/23/2010 90 Days 02/23/2010 02/24/2010 11:00 AM awarded
ustomer Suppart & [0  EvA001 00010233 0 Copy of 13-cab 02/17/2010 30 Days 02/23/2010 02/24/2010 01:00 AM closed
- [0  EvAo01 00010229 0 Copy of Copy of cb-2 02/16/2010 30 Days 02/16/2010 02/16/2010 10:00 PM closed
EVAOOL Q0010217 0 700-18_2 02/15/2010 2 Days 02/15/2010 03/01/2010 12:00 PM issued
[0  EvAo01 00010215 0 700-18_1 02/15/2010 2 Days 02/16/2010 12:00 PM composing
[0  EvAODL 00010210 0 Copy of Copy of eb-1 02/14/2010 30 Days 02/15/2010 09:00 PM composing
[1  EvAo01 00010208 0 Copy of cb-1 02/14/2010 30 Days 02/15/2010 01:00 AM composing
[0  EvAo01 Q0010208 0 Copy of cb-1 02/14/2010 30 Days 02/14/2010 09:00 PM composing
[0  EvA001 00010204 0 Copy of cb-2 02/14/2010 30 Days 02/15/2010 02/15/2010 07:00 PM awarded

ng You can copy only one request at a time. If you select more than one and click Copy,
you will receive an error message.

The new request contains all data copied from the original request, with these exceptions:

e Attachments are not copied

o If the Set-Aside? box was checked, this will not copy forward to the new request

e Your current user information (Name, Agency, Phone, Email, Ship To) is added to the
new request, even if the original request had different information or you copied another
user’s request

e The link to the current standard terms and conditions is displayed

e The Request Title is preceded with Copy of...

_ Request Header Information —

Request Header
ltem Management
—_— Request Header Information page contains header information for the new Quick Quate Request being created.
Vendor List Note: Asterisk (*) indicates required field.
e Buyer Agency: AL36VITA - Virginia Information Technology Agency - E2E
Buyer Name: Candace Buyer
Portal Home Page Buyer Phone #: 703-267-8000
Buyer Email: system_test@hotmail.com
00 -FAQ & Set-Aside?: o
Buver User Guide ! §
BugerUcer Guide® . Request Title: Copy of 700-18_2
Vendor User Guide 5
Suver 00 Quick Guide * Close Date: March ~ [v] [z010[%] [12:00[%] [PM [+
Vendor 00 Quidk Close Date Display: 03/01/2010 12:00 PM
Guide & id valid
il B Bid Valid (Days):
Custorner Support & Service Area: View Service Ares Map & View Service Ares Table &
FAQ & Award Method:

Comments:

Special Terms and Conditions:

ptnctments Auackedfles  Proprictaryand Confidential e |
eVA Std Terms and Conditions.htm & No
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4. Enter a new Request Title and adjust the dates for the new request. Make any additional
changes needed to header items.

[ ||

Request Header
Item Management . .
S Request Header Information page contains header information for the new Quick Quote Request being creatzd.
Vendor List Note: Asterisk (%) indicates required field.
Quick Quote
Current Request List Buyer Agency: A136VITA - Virginia Information Technology Agency - E2E
Portal Buyer Name: Candace Buyer
Portal Home Page Buyer Phone #: 703-267-8000
Support Buyer Email: system_test@hotmail.com

00 - FAQ & Set-Aside?: O

Euver User GUAES . o uest Title: QQ Request

\ﬂ:ri ;;e g;i:‘t:e * Close Date: [March ~| [2010[%] [12:00[] [P [+
Vendor 00 Quick Close Date Display: 03/01/2010 12:00 PM

e Bid alld (Days:

Customer Support & | Service Area: View Service Area Map 8 View Service Ares Table 8
FAO & Award Method:

Comments:

Special Terms and Conditions:

Attachments:

Attached Files Proprietary and Confidential

eV Std Terms and Conditions.htm & No

[MNext | | Save/Close |

5. Add any attachments needed. Only the default eVA Std Terms and Conditions is copied
into the new request.

6. Click Next to continue to the Item Management page. The items from the copied
request will appear. Edit any item by clicking the Edit link next to the item. Add any
additional items needed.

7. The Add NIGP Codes from the copied request are displayed. You can delete any of these
codes or add new ones.

8. Click Next on the Item Management page to generate the Vendor List. Click Next to
continue to the Vendor Notification page, and then the Request Review page. Click
Submit on the Request Review page to issue the new request. To save the new request
without issuing it, click Save/Close.

Cancel and Reissue a Quick Quote Request

You can cancel and reissue requests that are in issued or canceled status. The existing
request is updated to canceled and a new request is created by copying the existing
(canceled) request. You can only cancel and reissue one request at a time, and only one
cancel and reissue action will be allowed on a request.

I:Qj You cannot cancel and reissue a request that has already been reissued; you will
receive an error message.

To cancel and reissue a new request, follow the steps outlined below.

1. On the Current Request List page, select the check box in the Select column next to the
request you want to cancel and reissue, and then click Cancel/Reissue.
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_CurrentRequest List

Current Request List

Create Request Use this page to create, edit, copy, cancel, delete, o enter paper responses for Quick Quote requests. To edit a request, select the appropriate Request 1D link. To copy a request, select the request to be copied
E using the "Select” column checkbox and select the "Copy” button. To delete or cancel a request, select the request to be deleted or canceled using the "Select” checkbox and select the "Cancel/Delete” button. To

Past Reguest List create a paper response, select the request and click the "Paper Response” button. To list additional request iterns, select the "Next” button below the list.

Request by

buysenseOra List
Requests to show per page: |10  Search |
Portal Home Page

e —_—-q——

Buver User Guide &
Vendor User Guide &

Buver QQ Quick Guide r

Vendor QQ Quick EVAD01 QQ010276

Copy of 200-11 02/24/2010 30 Days 02/24/2010 02/24/2010 06:00 PM closed

Guide & O 0

Rocessinility Bl d EVAQDL 00010268 1 Copy of CB: Feb Enhancement - QQ 16 (Line) 02/23/2010 20 Days 02/23/2010 02/24/2010 11:00 AM awarded

T O EVAOD1 0010233 0 Copy of 19-cab 02/17/2010 30 Days 02/23/2010 02/24/2010 01:00 AM closed

- @l EVA001 Q010229 0 Copy of Copy of cb-2 02/16/2010 30 Days 02/16/2010 02/16/2010 10:00 PM closed
EVAO01 0Q010217 0 700-18_2 02/15/2010 2 Days 02/15/2010 03/01/2010 12:00 PM issued
d EVAQDL 00010215 0 700-18_1 02/15/2010 2 Days 02/16/2010 12:00 PM compesing
o EVA001 Q010210 0 Copy of Copy of cb-1 02/14/2010 30 Days 02/15/2010 09:00 PM composing
d EVA001 00010208 0 Copy of cb-1 02/14/2010 30 Days 02/15/2010 01:00 AM composing
m| EVAQ01 0Q010206 0 Copy of cb-1 02/14/2010 30 Days 02/14/2010 09:00 PM compesing
d EVAQDL 00010204 0 Copy of cb-2 02/14/2010 30 Days 02/15/2010 02/15/2010 07:00 PM awarded

The Cancel and Reissue Confirmation page displays the Quick Quote request that will be
canceled.

_ Cancel and Reissue Confirmation

Current Request List

Create Request This request will be canceled and a new request will be created when you click OK.
Past Request List Note: Attachments will not copy forward to the reissued request and will have to be added again if needed.
Reguest by If this request is already in canceled status, the status will not be changed.
buysenseOrq List Click Cancel to return to the previous page with no updates made.
Portal Home Page
EVA001_QQ010217 700-18_2
00 - FAQE

Buver User Guide &

Vendor User Guide &
Buver QQ Quick Guide
Vendor QQ Quick
Guide &7

Accessibility
Customer Support

EAQE
—

2. Click OK to continue with the cancel and reissue action. The selected Quick Quote
request will be updated to canceled and a new request will be created. Click Cancel to
return to the Current Request List-the reissue action will be canceled and the status of
the selected request will remain unchanged.

The new request contains all data copied from the original request, with these
exceptions:

Attachments are not copied

If the Set-Aside? box was checked, this will not copy forward to the new request
The link to the current standard terms and conditions is displayed

The Request Title is preceded with Copy of...
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Request Header Information —

Request Header Information page contains header information for the new Quick Quote Request being created.

Request Header
Itemn Management

Wentorslist Note: Asterisk (*) indicates required field.

Current Reguest List Buyer Agency: AL36VITA - Virginia Information Technology Agency - E2E
Buyer Name: Candaie Buyer

Portal Home Page Buyer Phone #: 703-267-8000
Buyer Email: system_test@hotmail.com

00 - FAQ & Set-Aside?: )

Buver User Guide ! §

BuyerUser Guide 8 , Request Title: Copy of 700-18_2

Vendor User Guide &5

Suver 00 Ouick Guide © Close Date: March [ 2010[v] [12:00[%] [P [

I éﬁﬂf:rﬂ@ Ouick Close Date Display: 03/01/2010 12:00 PM
Accessibility & Bid Valid (Days):
Customer Support & Service Area: View Service Area Map & View Service Area Table &
FAQ & Award Method:

Comments:

Special Terms and Conditions:

princments Attachedfiles proprictary and Confidential
eVA Std Terms and Conditions.htm & No —

3. Enter a new Request Title and adjust the dates for the new request. Make any additional
changes needed to header items.

Request Header Information _

Request Header Information page contains header information for the new Quick Quote Request being created.
Note: Asterisk (*) indicates required field.

Request Header

Ltem Management
Vendor List

Current Reguest List

Buyer Agency: A136VITA - Virginia Information Technology Agency - E2E
Buyer Name: Candace Buyer

Portal Home Page Buyer Phone #: 703-267-8000
Buyer Email: system_test@hotmail.com

Q0 - FAQ & Set-Aside?: (]

Buyer User Guide & ., Request Title: QQ Request

Vendor User Guide &

Suver 00 Quick Guide * Close Date: March v 2010[w] [12:00[w] [PM [w]

| endozoo ouisc Close Date Display: 03/01/2010 12:00 PM
Accecsibility @ Bid Valid (Days):
] Service Area: View Service Area Map # View Service Area Table &
F2Q & Award Method:

Cova Community.

Cancel/Reissued Request

Comments:

Special Terms and Conditions:

Htnchments Attachedfiles  Proprictary and Confidential
eVA Std Terms and Conditions.htm & No —

4. Add any attachments needed. Only the default eVA Std Terms and Conditions
attachment is copied into the new reissued request.

5. Click Next to continue to the Item Management page. The items from the copied
request are displayed. Edit any item by clicking the Edit link next to the item. Add any
additional items.

6. The Add NIGP Codes from the copied request are displayed. You can delete any of these
codes or add new ones.

7. Click Next on the Item Management page to generate the Vendor List. Click Next to
continue to the Vendor Notification page, and then the Request Review page. Click
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Submit on the Request Review page to issue the new request. To save the new request
without issuing it, click Save/Close.

Cancel or Delete a Quick Quote Request

You can delete requests that have not been issued (that is, are still in composing status).
Vendors will never see deleted requests because they were never issued.

You can cancel requests that have been issued but have not closed. When vendors view the
request, they will see that it is in canceled status.

To cancel or delete requests, go to the Current Request List. Select the check box in the
Select column next to the requests you want to cancel or delete, then click Cancel/Delete.

_CurrentRequest List

Current Request List
Create Request Use this page to create, edit, copy, cancel, delete, or enter paper responses for Quick Quote requests. To edit a request, select the appropriate Request ID link. To copy a request, select the request to be copied

m using the "Select” column checkbox and select the "Copy” button. To delete or cancel a request, select the request to be deleted or canceled using the "Select” checkbox and select the "Cancel/Delete” button. To
Past Request List create a paper response, select the request and click the "Paper Response” button. Te list additional request items, select the "Next” button below the list.
Request by

buvsenseOrg List

Reguests to show per page: |10 -

Portal Home Page

go-sas L Crosto NewRequest | | Evaluste | | Mo Award/Reissue | Copy | | Cancel/Reisse | | Concel/Ddete | | Paper Response |

Buver User Guide &
wendor User Guide &

Buver uick Guide A

Wendor QO Quick O EVAQD01 009090 3 Regression 11_1 05/19/2009 1 Days 07/24/2009 05/12/2010 10:00 AM canceled

f;_:;bm & EVAD01 00009480 o Script 3-1/ Step 1 10/01/2009 1 Days 10/02/2009 12:00 &M composing

Customer Sunpart Bl [0  EvA001 ©Q009500 o Script 210 10/07/2009 9 Days 11/20/2009 12:00 &M composing

a0 @ [0  Eva001 QOO00SsIs 0 Script 4-2: composing 10/07/2009 1 Days 10/07/2009 02:00 PM cempesing
[0  Eva001 QOO008s72 0 Seript 2-10 / Composing 11/06/2009 5 Days 11/15/2009 12:00 AM cempesing
[0  EvA001 Q0009580 0 Script 4-2 / Composing 11/06/2009 5 Days 11/15/2009 12:00 AM cempesing
[0  EvA001 Q0009604 0 Seript 3-1 / composing 11/09/2009 1Days 11/15/2009 12:00 PM cempesing
EVA001 Q003806 2 CB: Feb Enhancement - QQ 16 (Line) 01/13/2010 90 Days 01/13/2010 01/13/2010 06:00 PM no award
EVA001 Q009820 0 CB: Feb Enhancement - QQ 29 (Line) 01/13/2010 360 Days 01/13/2010 01/13/2010 07:00 PM awarded
EVA001 0Q009850 0 Copy of Copy of GQ-39 / Inflight / 2ndRequest 01/15/2010 30 Days 01/15/2010 07/15/2010 05:00 PM issued

Inext |
———-—q—

If you select a request that is in any status other than composing or issued, the request
status will not change. The Request Delete page displays the requests that will be deleted or
canceled, and those that will remain unchanged.

[ o et

Current Request List
Create Request

Past Request List
Request by

buveenseDryg List
| Portal Home Page EVA001_QQ009480
EVA001_QQ009850

o0 -FAO

Buver User Guide &
wvendor user Guide @ EVA001_QQ009806

Buver 00 Quick Guide EVAQ01_QQ009820
Ty I

Customer Support (&
FAQ &

@ Flease =elect one of the side menu options to continue.
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Click Submit to continue with the cancel or delete action and return to the Current Request
List. The statuses of the requests you changed are updated.

_Cu rrent Request List

Current Request List

Create Request Use this page to create, edit, copy, cancel, delete, or enter paper responses for Quick Quote requests. To edit a request, select the appropriate Request 1D link. To copy a request, select the request to be copied
m using the "Select” column checkbox and select the "Copy” button. To delete or cancel a request, select the request to be deleted or canceled using the "Select” checkbox and select the "Cancel/Delete” button., To
create a paper response, select the request and click the "Paper Response” button. To list additional request items, select the "Next” button below the list.

Requests to show per page: |10 _ Search |

Past Reguest List
Request by
bu 150!

Portal Home Page

e | CroatoNow Roguest | | Evaluate | | No Aword/Roissue | |Copy | | Cancol/Reissue | | Cancel/Delete | | Paper Response |

Buver User Guide &
Vendor User Guide &

Buver 00 Quick Guide A

W O EVAD01 009090 3 Regression 11_1 05/15/2009 1 Days 07/24/2009 05/12/2010 10:00 AM canceled

Guide

ivility & [0  Evao0o: 00003500 (] Seript 2-10 10/07/2009 9 Days 11/20/2009 12:00 AM composing

Customer Suppart & [0  EvADol 00009515 0 Script 4-2: compasing 10/07/2009 1Days 10/07/2009 02:00 PM compesing

Customer Support !

—_ [1  EvADOI Q0009572 0 Seript 2-10 / Composing 11/06/2009 S Days 11/15/2009 12:00 AM composing
[0  EvA001 00009580 o Script 4-2 / Composing 11/06/2009 5 Days 11/15/2009 12:00 AM composing
[0  EvAD01 00008604 0 Script 3-1 / composing 11/09/2009 1Days 11/15/2009 12:00 PM compesing
D EVAO001 009806 2 CB: Feb Enhancement - QQ 16 (Line) 01/13/2010 90 Days 01/13/2010 01/13/2010 06:00 PM no award
[]  EvAD0I 0Q009820 0 CB: Feb Enhancement - QQ 29 (Line) 01/13/2010 360 Days  01/13/2010 01/13/2010 07:00 PM awarded
[0  EvA001 Q0003850 o Copy of Copy of QQ-39 / Inflight / 2ndRequest 01/15/2010 30 Days  01/15/2010 07/15/2010 05:00 PM canceled
[0  EvAoo 00008651 0 Copy of Copy of Q-39 / Inflight / 2ndRequest 01/15/2010 30 Days 07/15/2010 05:00 PM composing
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Multiple Responses from the Same Vendor

Vendors can offer multiple quotes for a request line item by submitting separate responses
to the Quick Quote request. In this case, you will see multiple responses from the same
vendor.

Vendor Changes

Until a request is closed, vendors can edit their responses as often as they want. They can
view their submitted responses and make changes to any fields for any line. They can also
delete any submitted responses.

After the Response Due date passes, the request closes. Vendors cannot make any more
changes, and they cannot submit or delete any responses.

Paper Responses

A vendor might send a paper response to a Quick Quote request instead of responding to
the request electronically. When this happens, you can enter a paper response on the
vendor’s behalf. After you submit the paper response, an email or fax notification is sent to
the vendor. Vendors can view the paper responses submitted on their behalf, but they are
not able to edit them.

I:Qj You cannot enter a paper response for a request that has been evaluated, that is, a
request that has a status of awarded or no award.

To enter a paper response, follow these steps:

1. Select the check box next to a request and click the Paper Response button.

_Current Request List

Current Request List

Create Request Use this page to create, edit, copy, cancel, delete, or enter paper responses for Quick Quote requests. To edit a request, select the appropriate Request ID link. To copy a request, select the request to be copied
E using the "Select’ column checkbox and select the "Capy” button. To delete or cancel a request, select the request to be deleted or canceled using the "Select” checkbox and select the "Cancel/Delete” button. To

Past Reguest List create a paper response, select the request and click the "Paper Response” button. To list additional request items, select the "Next” button below the list.

Request by

buysenseOrg List
Requests to show per page: |10 -
Portal Home Page

ca-mes —-—-——“

Buver User Guide &
Vendor User Guide &

Buver uick Guide A

Vendor QO Quick O EVAQDL 009867 0 Regression 11_1 01/19/2010 1 Days 01/19/2010 05/12/2010 10:00 AM canceled

fﬁ;bm & EVA0D1 00009871 0 Copy of page by page 01/15/2010 30 Days 01/15/2010 01/01/2011 12:00 AM issued

ustomer Sunport & ) EVAQD1 0Q009877 0 Copy of Regression 11_1 01/18/2010 30 Days 01/18/2010 05/12/2010 10:00 AM issued

a0 ® O EVADD1 00009878 a Copy of Regression 11_1 01/19/2010 30 Days 01/19/2010 05/12/2010 10:00 AM issued
O EVADD1 QO009879 o Copy of Capy of 916 (new/Grand Total) 01/19/2010 90 Days 01/19/2010 06/16/2010 08:00 AM issued
O EVAQD1 Q009905 0 Copy of Regression 11_1 01/26/2010 30 Days 05/12/2010 10:00 AM compesing
O EVA0DI Q009927 0 Copy of Copy of Regression 11_1 01/27/2010 30 Days 01/27/2010 01/27/2010 04:00 PM closed
[l EVAQ01 Q009931 0 200-11 01/27/2010 30 Days 01/27/2010 01/28/2010 12:00 AM no award
O EVADD1 Q0009934 0 200-11 (Issued Status) 01/28/2010 30 Days 01/28/2010 02/01/2010 12:00 AM canceled
O EVADD1 00009936 o 200-11 01/28/2010 30 Days 01/28/2010 01/28/2010 01:00 PM dosed
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2. Click the Create New Response button on the Paper Response for Quick Quote #

page.

Paper Response for Quick Quote # EVA001_QQ009184

Current Request List

Portal Home Page Eg

Q0 - FAQ &

Buver User Guide &
Verdor s uide 5|11 Gk Ve R 1] [Dolets |
Buver 00 Quick Guide

I Vendor 00 Quick

Guide &
Ascessiiiiy 8 =)

Customer Support &
FAQ &
Cova Community

3. The table on the Vendor Selection page initially displays all vendors who were on the

Vendor List when the request was created with the exception of ad hoc vendors.

Vendor Selection | Nest | | Gancet |

Current Request List

Paper bids can only be entered for registered vendors. Company and contact names from the Bidders List are listed below. Ad hoc vendors are not listed. To enter a bid for an unlisted registered vendor, enter
Portal Home Page the Tax ID or Company Name and click the Search button. Select the applicable company/contact name and click the Next button. Vendors that cannot be found need to register before their bid can be entered.

0Q - FAQ &
Tax ID or Company Name _Seach | Clear |

Buver User Guide &
Vendor User Guide &

Buver OQ Quick Guide

I Vendor 00 Quick Q Botanical Gardens Candace Tannehill system_test@hotmail.com 703-267-1234 (703)267-8641
fci_:;bmg & () Botanical Gardens Travis Tannehill system_test@hotmail.com 703-555-1234 (703)267-7295
Customer Support B (@] Jacob&Calin Jacob Crane system_test@hotmail.com 703-267-1234
jtel L&) Jake&Colin Jake Crane system_test@hotmail.com 703-555-1234

©  Rainy Days Gavin Tannehill system_test@hotmail.com 703-555-1234 (703)267-7237
() SKFashions Suzie Fashion New susan.kennedy@cgi.com 703-555-1212 (703)267-7295
) SKFashions Susan Fashion Vendor susan.kennedy@cgi.com 703-555-1234
©  vSS_Commodity_Select amul patel system_test@hotmail.com 555-555-5555
©  VvSS_Commodity_Select amul patel system_test@hotmail.com 555-555-5555
) vSs_Commodity_Select amul patel system_test@hotmail.com 555-555-5555

a. If the vendor for which you want to create the paper response is on the list, select
the radio button next to the vendor. Click Next to open the Response Header page.

Vendor Selection | Neat | Cancal |,

Current Reguest List

Paper bids can only be entered for registered vendors, Company and contact names from the Bidders List are listed below. Ad hoc vendors are not listed. To enter a bid for an unlisted registered vendor, enter
Eortal Home Page the Tax ID or Company Name and dlick the Search button. Select the applicable company/contact name and click the Next button. Vendors that cannot be found need to register before their bid can be entered.

00-FAQ R
Tax ID or Company Name | Search | |Clear|

Buver User Guide &
Wendor User Guide &

Buver uick Guide
| Wendor 00 Quick @  Botanical Gardens Candace Tannehill system_test@hotmail.com 703-267-1234 (703)267-8641
f:cl_i;bmt = ) Botanical Gardens Travis Tannehil system_test@hotmail.com 703-555-1234 (703)267-7295
Customer Support B [ 2] Jacob&Colin Jacob Crane system_test@hotmail.com 703-267-1234
f2o & O Jake&Colin Jake Crane system_test@hotmail.com 703-555-1234
©  Rainy Days Gavin Tannehill system_test@hotmail.com 703-555-1234 (703)267-7297
© K Fashions Suzie Fashion New susan. kennedy@cgi.com 703-555-1212 (703)267-7295
©  SKFashions Susan Fashion Vendor susan.kennedy@cgi.com 703-555-1234
©  VSS_Commodity_Select amul patel system_test@hotmail.com 555-555-5555
©  v55_Commodity_Select amul patel system_test@hotmail.com 555-555-5555
©  v55_Commodity_Select amul patel system_test@hotmail.com 555-555-5555

b. If the vendor for which you want to create the paper response is not on the list, you
can search for it. The vendor must be registered and active. Enter the vendor Tax ID
or Company Name in the corresponding text boxes and click Search. After you have
found the vendor, select it and click Next to open the Response Header page.
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_ Vendor Selection Iﬁi

Current Reguest List

T —— El Select a Company and Contact Name and click the Next button to continue. To find a registered vendor not displayed on this page, enter the wendor's Tax ID or Company Name and dick the Search button,
Portal Home Page

00 -FAOH
Tax 10 [123321123 or Company Name Search | Clear |

Buver User Guide &
Vendor User Guide i

Vendor QQ Quick ()  Candace Baker Candace Baker system_test@hotmail.com 703-267-7359
Guide &

Accessibility & @  Candace Baker Jacob Crane system_test@hotmail.com 703-555-5555

Customer Support &

—

c. If the vendor is not on the initial list and you cannot find it during your search, you
cannot enter a paper response at this time. Contact the vendor and have the vendor
register in eVA.

4. The Response Header page displays with the vendor information. You are listed as the
Preparer of the paper response. Enter the date that you received the paper response in
the Response Received Date/Time section (Note: this date cannot be later than the
Response Due Date.) Enter a Response Title and any other comments or attachments
and click Next.

_ Response Header Sl

Response Header

ltem 1 This page contains aeneral information about the response. A Response 1D is generated by the Quick Quote system after a new response is submitted. An asterisk (*) indicates a required field.
Item 2 NOTE: Responses will not be saved until the response is complete and has been submitted.

Response Summary

Preparer: ctannehil
Portal Home Page * Received Date/Time (EST): January | 2011 [+ [12:00 [+] [Am v

Response Date Display: 01/01/2011 12:00 AM

Q0 - FAQ &
. Vendor Name: Botanical Gardens

Buver User Guide & ;

Contact Name: Tannehill, Candace
Vendor User Guide i1 Ph -
Buver vick Guide one % 7032671234 Bxt:

Email: system_test@hotmail.com
Vendor 0Q Quick
Guide Fax #: 703-267-8641
Accessibility 8 * Response Title:
Customer Support & Ordering Address: 123 Beautiful Dr. Fairfax, VA 22033
FAQ &

Comments:

Attachments: NO ATTACHMENTS
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5. The first Response Item page displays with most of the information filled out. Enter the
Unit Price for the line item, edit any other information, and click Next to go to the next
Response Item page.

_ Response Item 1 e eI

Response Header

ltem 1 Use this page to respond to a Request ltem. Select the Request Item link to view details for the item. If you do not wish to respond to this item, select "No Bid". By selecting "No Bid", you
Itemn 2 will lese any information that you may have entered on this screen.
Item 3
—— View Request Item 1 Details &
Response Summary ;
o Do you wish to respond to Item 1?
Pertal Home Page Item ID: B
* Vendor Part Num: Delivary is F.0.8. destinstion unlsss otharwiss designated.
00 - FAQ®

Suver User Guide & Unit Price: 12.00 Price will be rounded to 10 digits after the decimal.
Euver User Guide !
Vendor User Guide &  * Quantity:

Buver 00 Quick GUIJE )it of Mansure: [ea | Lookup units of Measure &
éi?:;rﬁ! uick UOM Description: sach
e Tl * NIGP Code: 01990

NIGP Code Description: Vegetables

Customer Support &
FAQ &

Comments:

= Delivery Date: [3uly [15 [2008
Delivery Date Selecte

Centreville Receiving Office
1 Main Strest, Centreville, VA, 20120

Ship To:

* Brand Name:

* Short Name: Vegetables

Vegetables

|

= Description:

* Lead Time: [0 Calendar Days After Recsipt of Order (ARO)

Met Specs? @ves Ono

Attachmens: No ATTACHHENTS | Menige Atachmerts
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6. Continue entering the vendor’s response information and clicking Next until you have
placed a bid on each item. If the vendor did not respond to a particular line item, select
No Bid from the Do you wish to response to Item #7? drop-down list.

ey

Recponse Header

| Previous | Neat | Summary | Cancel |

- Use this page to respond to a Request Item. Select the Request Item link to view details for the item. If you do not wish to respond to this item, select "No 8id". By selecting "No Bid", you
Ttem 2 will lose any information that you may have entered on this screen.

Iiem 3

liem4 View Request Ttem 2 Details &

Besponse SUMMAcy g you wish to respond to Item 27 |

Fortal Home Page

Item ID: 2

* Vendor Part Num:
00-FAOR
Buver User Guide &
Wendor User Guide 1 * Quantity:

e uick Guide + ypit of Measure:

Vendor Q0 Quick

* Unit Price:

Comments:

* Delivery Date:

Ship To:
= Brand Name:

* Short Name:

* Description:

= Lead Time:
Met Specs?

Attachments:

Guide ® UOM Description:
Accessibility & * NIGP Code:

Customer Suppart & NIGP Code Description:
FAQ &

* Delivery is F.0.B. destination unless otherwise designated.

Price will be rounded to 10 digits after the decimal.

100

ea Look up Units of Measure &
each

10005

Boxes, Crates, Baskets, Etc. (For Fresh Fruits And Vegetable

July [v] [15 [s] [z008[+]

Delivery Date Selected: |07/15/2009

Centreville Receiving Office
1 Main Street, Centreville, VA, 20120

=
Boxes, Crates, Basket

Boxes, Crates, Baskets, etc. (For Fresh Fruits and Vegetables)

0 Calendar Days After Receipt of Order (ARO)

®ves Ono

NO ATTACHMENTS
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eVA

7. After you enter the vendor response for all items, click Summary to go the Response
Summary page to review the response information. Click Submit to submit the paper
response.

P o surmary

Response Header

| Previous | Submit | Cancel |

Item1

Lt 2 E' This page contains a summary of the Response. Select "Submit” to submit the Response. Select "Cancel” to leave this response without saving and return to the Request Summary page.
em

Item 3

ltem 4 Response Header

Response Summary

QQ -FAGEH

Contact Name:

Preparer: ctannehil
Portal Home Page Received Date/Time: 07/11/2009 12:00 AM
vendor Name: Candace Baker

Crane, Jacob

Customer Support &
FAQ (7

Buver User Guide /9 Phone #: 703-555-5555 Ext:
Vendor User Guide & Email: system_test@hotmail.com
Buver uick Guide ~ Fax #:
Vendor OQ Quick ID: EVA001_QQO09184
Guide & -

Response Title: Response to Quick Quote for Vegetables
Accessibility & Be Po] 4 4 &

Ordering Address: |4050 Legato Rd. Fairfax, VA 22033

Comments:

The Response Received Date/Time (EST) must be before the Response
Due Date

Attachments: none

Response Items
ITEM 1

Ttem ID:

Vendor Part Num:

07/15/2009

Unit Price: $12.00

Quantity: 10

Unit of Measure: ea

UOM Description: sach

NIGP Code: 01990 N
NIGP Code Description:  Vegetables "
Total Price: $120.00

Comments:

Delivery Date:

8. A Response Completed page confirms the response has been submitted and the vendor

will be notified that a paper response has been submitted on its behalf.

Response Completed

Current Reguest List

Portal Home Page

00 - FAQ &

Return to Current Reguests List

Buver User Guide 51
Vendor User Guide &

m A new respense with Response [D (EVA001_QQ009184_RESP_1) was successfully created.

Buver uick Guide
R
Accessibility 5
Customer Support &
Fap
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RESPONSE EVALUATION

View Responses Before a Request Closes

You can view responses before a request closes, but you cannot evaluate them until the
Response Due Date passes. The Responses column lists the number of vendor responses
received for each request. To view vendor responses, select the request and click the
Evaluate button.

Current Request List

Current Regusst List

Create Request Use this page to create, edit, copy, cancel, delete, or enter paper responses for Quick Quote requests, To edit a request, select the appropriate Request 1D
link. To copy a request, select the request to be copied using the "Select” column checkbox and select the "Copy" button. To delete or cancel a request, select

Past Request List the request to be deleted or canceled using the "Select” checkbox and select the "Cancel/Delete” button, To creates a paper response, select the request and

Requesth click the "Paper Respanse” button. To list additional request items, select the "Hext” button below the list.

buysenseOrg List

Portal Home Page Requests to show per page: |10 -

00 - FAQ &

Burer User Guge s | Cieate New Request | | Evaliste | | NoAwaid/Reissue | [Capy | | Cancel/Reissue | | Cancel/Delets | | Papei Respanse |

Vendor User Guide &

A
Wendor uick

Guide & EwAnDl 003432 3 Fruits and Yegetables 0441742010 30 Days  04/17/2010  QS5/17/2010 02:00 PM issued
Accessibility & [0 EwADDL ©QODOS500 o z-10 04/21/2010 30 Days  04/22/2010  06/01/2010 01:00 PM issued
Customer Support B O Ewa001 009515 5 Boat Fenders - Park District 1 04/21/2010 30 Days 0442172010 04/27/2010 02:00 PM awarded
FaQ & [0 EwADOL Q0009572 4 Paddle Boats 04/21/2010 30 Days  04/21/2010  04/27/2010 01:00 PM bids opened
[0 EvADOL Q009530 a Boat Fenders - Park District 10 04/27/2010 60 Days  04/27/2010  05/03/2010 L0:00 AM 0o award
[0 Ewanol 009604 10 Paper Stock 200-10 04/30/2010 90 Days  04/30/2010  05/04/2010 12:00 PM bids opened
[0 EwADOL ©OQ009850 a SET-ASIDE FOR SMALL BUSINESSES-600-5 05/03/2010 30 Days  05/03/2010  05/17/2010 05:00 PM  canceled
[0 EwADOL Q0009851 10 Printing Pamplets- QDU 05/03/2010 30 Days 05/03/2010  05/10/2010 05:00 PM  awarded
O Ewan0l Q00371 0 SET-ASIDE FOR SMALL BUSIMESSES - Boating Supplies 05/11/2010 60 Days  05/11/2010  05/17/2010 11:00 AM issued
[] EwADDL QQOO9877 0 SET-ASIDE FOR SMALL BUSINESSES-600-6 05/16/2010 80 Days 08/01/2010 0%:00 PM  composing

Click the Next button on the Evaluate Request page to navigate to the Line Item Evaluation
page.
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Evaluate Request _

' Choose an award method below and click the Next button to evaluate the responses to this request.

_| VA Std Terms and Conditions.htm & No |

There is no evaluation history for this request.

R———
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The Line Item Evaluation page displays all vendor responses that have been received for the
request. The Attachments column indicates if the vendor response includes attachments—
Yes if there are any header or line attachments and No if there are no attachments in the
response.

Line Item Evaluation [

Evaluate Request

Line Item Evaluation Select vendors, Click the Response ID link to wiew a response.

E Click the Total or SWAM colurmn heading to change the sort arder. The default sort is by Total, in ascending order,
Download responses with the link at the bottorn of the page.
Asterisks (*} indicate the vendor no-bid an itern.

Evaluation Review
Past Request List

Portal Home Page

20 -FAQ &
Buyer User Guide &
wendor User Guide &

Buyer Q0 Quick Guide

ITEM I Qty = 10, UOM = ea, Desc = Vegetables

‘

Wendar Quick

Guide /A O Rainy Days 10 &Ba $4.00 f<40.00 Nao EJVAUUI Q009432 RESP 1

Accessibility &
) Botanical Gardens 10 ea $5.00 $50.00 Yes E—Q_Q—EVAOM 005432 RESP 1

Custormer Support &

Fao & ©  Baker,inc 10 ca $12.00 $120.00 o £1A0LZ 0ODLEA3Z RESP 1 R
O Mo Award This Line

ITEM 2 Qty = 100, UOM = ea, Desc = Boxes, Crates, Basksts, ste. (For Fresh Fruits and Vegstables)

L
®m
-

)  Baker,Inc. - - $0.00 *$0.00 Mo EVADDL QQO09432 RESP 1 P
O Rainy Days 100 ea $5.00 $500.00 No E,"w

(> Botanical Gardens 100 ea $10.00 $1000.00 “es gww

@]

Mo Award This Line

ITEM 3 Qty = 50, UOM = ea, Desc = Peelers, Fruit or Vegetable

™
®m
-

©  Baker,Inc - - $0.00 #40.00 No VAQOL 00009437 RESP v
) Botanical Gardens 50 ea $5.00 $250.00 ‘es E—Q_Q—EUAOOI 009432 RESP 1
O Rainy Days 50 ea $10.00 $500.00 Mo EJMQ—VM“ 009432 RESP 1

O Mo Award This Line

ITEM 4 Qty = 24, UOM = dzn, Desc = Fruits, Fresh

=
Hm
-

) Rainy Days 24 dzn $4.00 $96.00 No WAD01 QO009432 RESE

©  Baker.Inc. 24 dzn $10.00 $240,00 Mo F/A001 00002432 RESP 1 P
() Botanical Gardens 24 dan $12.00 $288.00 Yes Eanm 00nnsase RESP 1

(2

Mo Award This Line

Download Responses &

 Previous | New | Cancel |

Click the links in the Response ID column to view each vendor’s response.

Download Responses

Click the Download Responses link to open a Microsoft Excel spreadsheet that contains all
responses. You are prompted to save the file, or open it in a new window.

Downloaded responses are initially sorted in ascending order by Lot number, Item number,
and Total.
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B G D E F G H 1 J K L M N
1
2 |Item # Buyer Quantity Buyer UOM Buyer Item Description Vendor SWAM Response ID Vendor Qty Vendor UOM Vendor Unit Price Total Attachments
3 1 10 ea Vegetables Rainy Days EVA001_QQ009432_RESP_1 10 ea 4 $40.00 No
a4 1 10 ea Vegetables Botanical Gardens EVA001_0QQ009432_RESP_1 10 ea 5 $50.00 Yes
5] 1 10 ea Vegetables Baker, Inc. EVA001_QQ009432 RESP_1 10 ea 12 $120.00 No
Boxes, Crates, Baskets, etc. (For Fresh
6 2 100 ea Fruits and Vegetables) Baker, Inc. EVAQO01 QQO009432 RESP_1 - - 0 *50.00 No
Boxes, Crates, Baskets, etc. (For Fresh
7 2 100 ea Fruits and Vegetables) Rainy Days EVA001_QQ009432 RESP_1 100 ea 5 $500.00 No
Boxes, Crates, Baskets, etc. (For Fresh
8 2 100 ea Fruits and Vegetables) Botanical Gardens EVA001_QQ009432 RESP_1 100 ea 10 $1,000.00 Yes
9 3 50 ea Peelers, Fruitor Vegetable Baker, Inc. EVAQO1 QQO009432 RESP_1 -- - 0 *50.00 No
10 3 50 ea Peelers, Fruit or Vegetable Botanical Gardens EVAQO01 QQO009432 RESP_1 50 ea 5 $250.00 Yes
11 3 50 ea Peelers, Fruit or Vegetable Rainy Days EVAO001_QQQ09432_RESP_1 50 ea 10 $500.00 No
12 4 24 dzn Fruits, Fresh Rainy Days EVA001_QQ009432_RESP_1 24 dzn 4 $96.00 No
13 4 24 dzn Fruits, Fresh Baker, Inc. EVA001_QQ009432 RESP_1 24 dzn 10 $240.00 No
14 4 24 dzn Fruits, Fresh Botanical Gardens EVAQ01_QQO009432 RESP_1 24 dzn 12 $288.00 Yes
15

Click the Cancel button on the Line Item Evaluation page to return to the Current Request
List.

Evaluate Responses

After the request closes and all vendor responses are received, you can begin evaluating the
responses. Select the check box for the request and click the Evaluate button.

_Current Request List

Current Request List

Create Request Use this page to create, edit, copy, cancel, delete, or enter paper responses for Quick Quote requests. To edit a request, select the appropriate Request ID link. To copy a request, select the request to be copied
EI using the "Select” column checkbox and select the "Copy” button. To delete or cancel a request, select the request to be deleted or canceled using the "Select” checkbox and select the "Cancel/Delete” button. To

Past Reguest List create 3 paper response, select the request and dlick the "Paper Response” button. To list additional request items, select the "Next” button below the list.

Request by

buysenseOrg List
Requests to show per page: |10 -
Portal Home Page

oo fAes ——?-———

Buver User Guide &
Wendor User Guide &

Buyer uick Guide A

Vendor QO Quick [} EVADOL 009867 1] Regression 11_1 01/19/2010 1 Days 01/15/2010 05/12/2010 10:00 AM canceled

ﬁi‘" a [0 EvA001 Q0009871 a Copy of page by page 01/19/2010 30 Days  01/18/2010 01/01/2011 12:00 AM issued

Customer Suoport & [0  EvA001 QO009877 a Copy of Regression 11_1 01/19/2010 30 Days  01/13/2010 05/12/2010 10:00 AM issued

Ao ® [0 EvAc0L Q0009678 ] Copy of Regression 11_1 01/19/2010 30 Days  01/18/2010 05/12/2010 10:00 AM issued
[0  EvAc0l QQO09679 o Copy of Copy of 916 (new/Grand Total) 01/19/2010 90 Days  01/18/2010 06/16/2010 08:00 AM issued
[0  EvA00L Q0009905 ] Copy of Regression 11_1 01/26/2010 30 Days 05/12/2010 10:00 AM cempesing
[0  EvA0DL QOO0G527 ] Copy of Copy of Regression 11_1 01/27/2010 30 Days  01/27/2010 01/27/2010 04:00 PM closed
[0 EvA00L QO005531 o 200-11 01/27/2010 30 Days  01/27/2010 01/28/2010 12:00 AM no award
[0  EvA0DL QQDD9934 ] 200-11 (Issued Status) 01/28/2010 30 Days  01/28/2010 02/01/2010 12:00 AM canceled
EVADOL Q0009936 a 200-11 01/28/2010 30 Days  01/28/2010 01/28/2010 01:00 PM closed

No Award and Reissue a Quick Quote Request

You can no award and reissue requests in closed, bids opened or no award status. The
existing request will be updated to No Award and a new request will be created. You can
only no award and reissue one request at a time, and only one no award and reissue action
will be allowed on a request. The No Award/Reissue button is available on the following
Quick Quote pages: Current Request List, Evaluate Request, Line Item Evaluation, Lot
Evaluation and Grand Total Evaluation.

I:Qj You cannot no award and reissue a request that has already been reissued,; you will
receive an error message.

To no award and reissue a request, follow the steps outlined below.

1. From the Current Request List page: Select the check box in the Select column next to
the request you want to no award and reissue, and then click No Award/Reissue.
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From the Evaluation pages: Select the check box in the Select column next to the
request you want to no award and reissue on the Current Request List, click Evaluate,
and then click No Award/Reissue on the Evaluate Request, Line Item Evaluation, Lot
Evaluation or Grand Total Evaluation page.

Current Request List

Current Request List

Create Request Use this page to create, edit, copy, cancel, delete, or enter paper responses for Quick Quote requests. To edit a request, select the appropriate Request ID link. To copy a request, select the request to be copied
EI using the "Select” column checkbox and select the "Copy” button. To delete or cancel a request, select the request to be deleted or canceled using the "Select” checkbox and select the "Cancel/Delete” button. To

East Request List create 3 paper response, select the request and dlick the "Paper Response” button. To list additional request items, select the "Next” button below the list.

Request by
bur 15201

Requests to show per page: |10 -

Portal Home Page
00 - FAQ

Buver User Guide &
Wendor User Guide &

Buyer 0Q Quick Guide ’

——?-———

Vendor QO Quick [} EVADOL 009867 1] Regression 11_1 01/19/2010 1 Days 01/15/2010 05/12/2010 10:00 AM canceled
Sﬁi" a [0 EvA001 Q0009871 a Copy of page by page 01/19/2010 30 Days  01/18/2010 01/01/2011 12:00 AM issued
Customer Suoport & [0  EvA001 QO009877 a Copy of Regression 11_1 01/19/2010 30 Days  01/13/2010 05/12/2010 10:00 AM issued
Ao ® [0 EvAooL Q0009878 ] Copy of Regression 11_1 01/19/2010 30 Days  01/18/2010 05/12/2010 10:00 AM issued
[0  EvA0OL QQO09879 0 Copy of Copy of 916 (new/Grand Total) 01/19/2010 90 Days  01/18/2010 06/16/2010 08:00 AM issued
[0  EvA0OL QQOD990S 0 Copy of Regression 11_1 01/26/2010 30 Days 05/12/2010 10:00 AM cempesing
[0  EvA001 QQ009927 0 Copy of Copy of Regression 11_1 01/27/2010 30Days  01/27/2010 01/27/2010 04:00 PM closed
[1  EvA001 Q009931 0 200-11 01/27/2010 30 Days  01/27/2010 01/28/2010 12:00 AM no award
[1  EvA001 QQO09934 0 200-11 (Issued Status) 01/28/2010 30Days  01/28/2010 02/01/2010 12:00 AM canceled
EVADOL Q0003936 a 200-11 01/28/2010 30 Days  01/28/2010 01/28/2010 01:00 PM closed

oot | et |
Evaluate Request
Line Item Evaluation

@ Choose an award method below and click the Next button to evaluate the responses to this request.
Ewvaluation Review

Current Request List
Request Header

Eortal Home Page Buyer Agency: A136VITA - Virginia Information Technology Agency - E2E
Buyer Name: Candace Buyer
M—E Buyer Phone #: 703-267-8000
Buver User Guide & g,y er Email: system_test@hotmail.com
vendor User Guide & pequest ID: EVADD1_QQO09936
SHver 00 Quick Guide | pequest Titles 200-11
w Status: closed
Accessibility & Response Due Date: 01/28/2010 01:00PM
Customer Support 1 | Service Area: av
FAQE Award Method: Line
Comments: none

special Terms and Conditions: |none

Attachments: AtachedFiles  Proprietaryand Confidential
eVA Std Terms and Conditions.htm & No

| AdaCommet | om0 | ) i o Tobutaion 1] S g2 0 Awarded
ublish Bid Tabulation 35 days remaining to change status

There is no evaluation history for this request.

——
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Line Item Evaluation

Evasluate Request
Line Itemn Evaluation

Select vendors. Click the Response 1D link to view a response.
§ N E| Click the Total or SWAM column heading to change the sort order. The default sort is by Total, in ascending order.
Evaluation Review Download responses with the link at the bottom of the page.
Asterisks (*) indicate the vendor no-bid an item.
Q0 -FAO M

Buver User Guide &

Vendor User Guide @ ITEM 1 Qty = 100, UOM = ea, Desc = Vegetables

Buver uick Guide

A
Vendor 00 Quick
Jacob&Colin 100 ea 8.99 699,00 Ho EVADD1 QQ009936 RESF 1
Guide & baColi &
Accessibility &
o P O Rainy Days 100 ea $10.99 $1099.00 Yes EVA001 QQ009936 RESP 18 P
omer Suppo
FAQ & ) Mo Award This Line
ITEM 2 Qty = 200, UOM = ea, Desc = Bands, Clips, and Wires (For Pipe Insulation)
A
©  Rainy Days 200 ea $9.99 $1998.00 Yes EVADDL Q0009936 RESP 1 8 P
O Jacob&Colin 200 ea $19.98 $3596.00 No EVADDL Q0008936 RESP 1 @

© Mo Award This Line

Download Responses &

Lot Evaluation ] ==
Evaluate Request

Lot Evaluation Select vendors. Click the Response ID link to wiew a response.

m Click the Total or SWAM column heading to change the sort order. The default sort is by Total, in ascending order.
Download responses with the link at the bottom of the page.
Asterisks (*) indicate the vendor no-bid an item.

oo — — ——

Buver User Guide &
Wendor User Guide 51 LOT @

S~ ukksuide
Wendor uick:

Evaluation Review

Guide & O Rainy Days $3097.00 Yes EVADOL QQO09936 RESP 1 & P
Accessibility &

) Jacob&Caolin $4895.00 No EVADOL QQ009936 RESP 1 &
Customner Support &

FAQ & () No Award This Lot

Download Responses &

Grand Total Evaluation

Evaluate Reguest

Grand Total Evaluation Select vendors. Click the Response ID link to view a response.
m Click the Total or SWAM column heading to change the sort order. The default sort is by Total, in ascending erder.
Download responses with the link at the bottom of the page.

Astericks (*) indicate the vendor no-bid an item.

Evaluation Review

Buver User Guide &

Vendor User Guide & .
Bimr Q0 Quick Guide

Vendor uick. O Rainy Days $3097.00 Yes EVADOL QQ009936 RESP 1 & 3
Guide &

Accessibility & ¢)  Jacob&Colin $4895.00 Mo EVADD1 Q009936 RESP 18

Customer Support & O No Award

FAQ &

Download Responses &
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The No Award and Reissue Confirmation page displays the Quick Quote request that was
selected for no award and reissue.

_ No Award and Reissue Confirmation

Current Reguest List

Create Request This request will be set to na award and a new request will be created when you dlick OK.

Past Request List E' Mote: Attachments will not copy forward to the reissusd request and will have to be added again if nesded.
Request by If this request is already in no award status, the status will not be changed.
buysenseOrg List Click Cancel to return to the previous page with no updates made.
Pertal Home Page
EVAQ01_QQ009936 200-11
00 - FAQ &7

Buver User Guide i

Vendor User Guide &
Buver Q0 Quick Guide

Vendor 00 Quick
Guide &

Accessibility
Customer Su rt &

FAQ &
—

2. Click OK to continue with the no award and reissue action and create a new reissued
request. Click Cancel to return to the Current Request List-the reissue action will be
canceled and the status of the selected request will remain unchanged.

The new request has all data copied from the original request, with these exceptions:

Attachments are not copied

If the Set-Aside? box was checked, this will not copy forward to the new request
The link to the current standard terms and conditions is displayed

The Request Title is preceded with Copy of...

P st Header Information k| S |

Regquest Header

Item Management

Request Header Information page contains header information for the new Quick Quote Request being created.

Vendor List Note: Asterisk (*) indicates required field.
Current Request List Buyer Agency: A136VITA - Virginia Information Technology Agency - E2E
Buyer Name: Candace Tannehill
Partal Home Page Buyer Phone #: 703-267-8000
Buyer Email: system_test@hotmail.com
QQ-FAQ & Set-Aside?: O
Buver User Guide & .
e * Request Title: Copy of 200-11
Vendor User Guide &
— ik Guide * Close Date: [3anuary [+] [2010[%] [zz00 [w] [P [v]
Vendor OO Quick Close Date Display: 01/28/2010 01:00 PM
Guide & . . .
i Bid Valid (Days): [30 [v]
Customer Support & Service Area: View Service Area Map & View Service Area Table &
FAQ & Award Method: [Lne v

Comments:

Special Terms and Conditions:

gVA Std Terms and Conditions.htm &

Hanchments: Awachedflles  Proprietary and Confidential
C % __ Manage Attschmerts |
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3.

Vendo

Current Request List

Portal Home Page

Enter a new Request Title and adjust the dates for the new request. Make any additional
changes needed to header items.

_ Request Header Information ﬁ
Request Header

Itern Management

Request Header [nformation page contains header information for the new Quick Quote Request being created.
r List Note: Asterisk () indicates required field.

Buyer Agency: AL36VITA - Virginia Information Technology Agency - E2E
Buyer Name: Candace Buyer

Buyer Phone #: 703-267-8000

Buyer Email: system_test@hotmail.com

Q0 -FAQ & Set-Aside?: O

wﬁ! * Request Title: Vegetables

;T:ri gu;e gﬁja * Close Date: figreR v 2010 [v] [1:00 [v] [PM [
Vendor QQ Quick Close Date Display: 3/28/2010 1:00 PM

&ﬁ Bid valid (Days):

Customer Support & Service Area: View Service Area Map B View Service Area Table &
EaO @ Award Method:

No Award / Reissue new request

Comments:

-+

Special Terms and Conditions:

eVA Std Terms and Conditions.htm & No

Add any attachments needed. Only the default eVA Std Terms and Conditions
attachment is copied into the new reissued request.

Click Next to continue to the Item Management page. The items from the copied
request are displayed. Edit any item by clicking the Edit link next to the item. Add any
additional items needed.

The Add NIGP Codes from the copied request are displayed at the bottom of the Item
Management page. You can delete any of these codes or add new ones.

Click Next on the Item Management page to generate the Vendor List. Click Next to
continue to the Vendor Notification page, and then the Request Review page. Click
Submit on the Request Review page to issue the new request. To save the new request
without issuing it, click Save/Close.

I:]l_j Comments will be added to the new/reissued and existing/no award request record to

document the reissue action.

Page 48 Quick Quote Buyer User Guide (26-0003) Version 11

06/17/2010




eVA QUICK QUOTE

RESPONSE EVALUATION

Evaluate Request

The Evaluate Request page shows the Request Header with the award method set to the
value you selected when you created the request.

Evaluate Request ([ Mt | Cancel |

E] Choose an award method below and dlick the Next button to evaluate the responses to this request.

Evaluate Regquest
Line Item Ewaluation

Evaluation Review

Current Request List

Reguest Header

Portal Home Page Buyer Agency: AL36VITA - Virginia Information Technalogy Agency - E2E
Buyer Name: Candace Buyer
Q0 -FaQ S Buyer Phone #: 703-267-8000
Buver User Guide & | pyyer Email: candace buyer@hotmail.com
Vendor User Guide & | gequest ID: EVADNL_QQO10154
Zpver QO Quick GUIde | poquest Title: Supplies—MA1211
Yendor 00 Quick Status: closed
Guide
e ] Response Due Date: 05/14/2010 2:00 FM
Customer Support @ |Service Area: L
FAQ & Award Method: Line
Comments: none
Special Terms and Conditions:  none
Attachments AttachedFles  Pproprietary and Confidential
VA Std Terms and Conditiens.htm & No

| MGt Notwer Al | o e setsats t0 v
[ publish Bid Tabulation [

58 days remaining to change status

There is no evaluation history for this request.

Award Method:

You can award by Line Item, Lot, or Grand Total. You can change the award method using
the drop-down list. You can use only one award method for all items on a request. You
cannot split the award method (that is, use the Lot method for some lines and award the
rest of the lines by the Line Item method).

Quick Quote displays a warning if you change the award method from the original method.
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Add Comments

If you want to make a comment during the evaluation process, click the Add Comment
button. (Note: this button appears in multiple pages in Quick Quote. You can access this
page wherever the button is available.)

Evaluate Request | Mext | Concel |

El Choose an award methed belew and click the Next button to evaluate the respenses te this request.

Evaluate Request
Line [tem Evaluation

Evaluation Review

Current Request List
Request Header
Buyer Agency: A136VITA - Virginia Information Technology Agency - E2E

Portal Home Page

Buyer Name: Candace Buyer
Q0 -FAQ & Buyer Phone #: 703-267-8000

Buver User Guide & Buyer Email: ‘candace.buyer@hotmail.com
Vendor User Guide & | pequest ID: EVADOL_QQ010154

Buver uick Guide

Request Title: Supplies —MA1211
Vendor 00 Quick "
I Guide & Status: closed
Accessibility & Response Due Date: 05/14/2010 2:00PM
Customer Support & |Service Area: 10
FAOQ =] Award Method: Line
Comments: none

Special Terms and Conditions: none

Attachments: AtachedFiles  Proprietary and Confidential
eVA Std Terms and Conditions.htm & No

58 days remaining to change status

Mmoo Awomme st satus o Avardcs
[] publish Bid Tabulation  []
There is no evaluation history for this request.

Avard thoc:
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Enter the comment in the text box. The comment can contain up to 255 characters,
including spaces. The character counter above the text box indicates the number of
characters remaining.

Select a comment type of Evaluation, Award, or No Award. You can select more than one
comment type, but you must select at least one.

Click the Save button to save the comment.

Click the Clear button to clear the text box.

Add Comments [ [Retum |

Return

m Select the comment type (Evaluation, No Award, or Award) and click Save after entering 3 comment. Comments cannot be added after the bid valid days have passed.

Current Request List

Bortal Home Page

Maximum Characters 255
QQ - FAQ &

Buver User Guide &

g (EAver your comment into the Add Comments
Vendor User GUIdE & \poy | select the comment type and click
Buver 00 Quick Guide 5 a1 .

Vendor Q0 Quick
Guide &

Accessibility &
Customer Support &
FAQ &1 W Evalustion [ award [T no Award

| =

To publish, withdraw, or copy, select the checkbox next te the appropriate comment and click the correspending
Bublish, Withdraw, or Copy button.

169 | characters Remaining.

Select one or more comment types and click Filter to display comments by comment type. If a comment type is not
selected, all comments will display.

[T Evaluation [ award 7 Mo sward [ Internal
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After the comment is saved, it displays in the Comments section at the bottom of the Add
Comments page.

Add Comments [ Retum ||

Current mequest Lsr | 1] Select the comment type (Evalustion, No Awsrd, or Award) and click Save sfter entering s comment. Comments cannct be added after the bid valid days have passed.

Bortal Home Page

Maximum Characters 255
QQ - FAQ &

Buver User Guide &

Vendor User Guide &
Buver uick Guide

255 | characters Remaining.

Vendor Q0 Quick
Guide &

Accessibility &
Customer Support &
EAQ & [T Evaluation 7 Award [T o Award

To publish, withdraw, or copy, select the checkbox next to the appropriate comment and click the corresponding
Bublish, Withdraw, or Copy button.

O Date Created 06/11/2009 03:48:24 PM ET

Comment Type: Evaluation
Enter your comment intc the Add Comments box. Select the comment type and click Save.

Select one or more comment types and click Filter to display comments by comment type. If a comment type is not
selected, all comments will display.

T Evaluation [ award T Mo award [ Internal

[l

If you want vendors to see the comment, select the check box next to the comment and
click Publish. A Date Published line is inserted to indicate when you published the
comment.

To publish, withdraw, or copy, select the checkbox next to the appropriate comment and click the corresponding
Publish, Withdraw, or Copy button.

Date Created 06/11/2009 03:48:24 PM ET

Date Published 06/11/2009 03:52 PM ET

Comment Type: Evaluation
Enter your comment into the Add Comments box. Select the comment type and click Save.

Select one or more comment types and click Filter to display comments by comment type. If a comment type is not
celected, all comments will display.

[T Evaluation ™ award T Mo award ™ Internal
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You can withdraw a comment after it is published by selecting the comment and clicking
Withdraw. Vendors will no longer see that comment.

To publish, withdraw, or copy, select the checkbox next to the appropriate comment and click the corresponding
Publish, Withdraw, or Copy button.

Date Created 06/11/2009 03:48:24 PM ET

Date Published 06/11,/2009 03:52 PM ET
Date Withdrawn 06/11/2009 03:52 PM ET

Comment Type: Evaluation
Enter your comment into the Add Comments box. Select the comment type and dlick Save.

Select one or more comment types and click Filter to display comments by comment type. If a comment type is not
=zelected, all comments will display.

[T Evaluation ™ Award [T Mo sward [T Internal

A Date Withdrawn line is added to the comment to indicate when you withdrew the
comment. After you withdraw a comment, you cannot publish it again. However, you can
make a copy of the comment and publish the copied comment. To copy a comment, select
the check box next to the comment and click Copy.

To publish, withdraw, or copy, select the checkbox next to the appropriate comment and click the corresponding
Publish, withdraw, or Copy button.

Date Created 06/11/2009 03:48:24 PM ET
Date Published 06/11/2009 03:52 PM ET
Date Withdrawn 06/11/2009 03:52 PM ET

Comment Type: Evaluation
Enter your comment into the Add Comments box. Select the comment type and click Save.

Select one or more comment types and click Filter to display comments by comment type. If a comment type is not
selected, all comments will display.

[T Ewaluation T Award ™ Mo Award ™ Internal
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The copied text appears in the text box. You can edit the comment if you want. To save the
copied comment, select a comment type and click Save.

Add Comments | [Retum |

E] Select the comment type (Evaluation, No Award, or Award) and dlick Save after entering a comment. Commants cannot be added after the bid valid days have passed.

Return

Current Request List

Portal Home Page

Maximum Characters 255
Q0 - FAQE

Buver User Guide &

Characters

g Enter your comment intc the Add Comments
Vendor User Guide ! box. Select the comment type and click

Buver 00 Quick Guide  54ye,

Vendor QO Quick
Guide i

Accessibility (&
Customer Support &
EAD [ Evaluation 7 Award [ No Award

To publish, withdraw, Lr copy, select the checkbox next to the appropriate comment and click the corresponding
Publish, withdraw, or Copy button.

Date Created 06/11/2009 03:48:24 PM ET

Date Published 06/11/2009 03:52 PM ET

Date Withdrawn 06/11/2009 03:52 PM ET

Comment Type: Evaluation

Enter your comment into the Add Comments box. Select the comment type and click Save.

Select one or more cemment types and dlick Filter te display comments by comment type. If a comment type is not
selected, all comments will display.

[T Evaluation [ Award [T Mo dward [ Internal
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Internal comments are system-generated comments added to the request as the result of a
cancel and reissue or no award and reissue action to provide a reference between the
canceled or no awarded request and the new reissued request created. You can view
Internal comments in the Comments section at the bottom of the page. User data entry,
publish, withdraw and copy actions are not available for Internal comments.

To publish, withdraw, or copy, select the checkbox next to the appropriate comment and click the corresponding
Publish, Withdraw, or Copy button.

[~ Date Created 06[11[2609 03:48:24 PM ET
Date Published 06/11/2009 03:52 PM ET
Date Withdrawn 06/11/2009 03:52 PM ET

Comment Type: Evaluation
Enter your comment into the Add Comments box. Select the comment type and click Save.

Date Created 06/12 /2009 11:59 AM ET
Comment Type: Internal

Reissue of QQ EVAODL_QQO10025

Date Created 06/12 /2009 12:08 PM ET

Comment Type: Internal
Reissued under QG EVADDL_QQ010302

Select one or more comment types and click Filter to display comments by comment type. If a8 comment type is not
selected, all comments will display.

T Evaluation ™ Award [T Mo Award [T Internal

To view comments by comment type, select the comment type(s) at the bottom of the page
and click Filter.

To publish, withdraw, or copy, select the checkbox next to the appropriate comment and click the corresponding
Publish, Withdraw, or Copy button.

[ Date Created 06{11{2609 03:48:24 PMET
Date Published 06/11/2009 03:52 PM ET
Date Withdrawn 06/11/2009 03:52 PM ET

Comment Type: Evaluation
Enter your comment into the Add Comments box. Select the comment type and click Save.

Select one or more comment types and click Filter to display comments by comment type. If a comment type is not
zelected, all comments will display.

¥ Evaluation ™ award ™ Mo Award ™ 1nternal

ﬁ-
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Click Refresh to reset the Comments section to display all comments.

To publish, withdraw, or copy, select the checkbox next to the appropriate comment and click the corresponding
Publish, Withdraw, or Copy button.

[ Date Created 06111/2609 03:48:24 PM ET
Date Published 06/11/2009 03:52 PM ET
Date Withdrawn 06/11/2009 03:52 PM ET

Comment Type: Evaluation
Enter your comment into the Add Comments box. Select the comment type and click Save.

Date Created 06/12 /2009 11:59 AM ET

Comment Type: Internal
Reissue of QOQ EVADDL_QQO010025

Date Created 06/12 /2009 12:08 PM ET

Comment Type: Internal
Reissued under QQ EVAODOL_QQ010302

Select one or more comment types and click Filter to display comments by comment type. If 8 comment type is not
selected, all comments will display.

[ Evaluation [T award [T Mo award [T Internal

Click Return to return to the Evaluate Request page. (Note: if you access the Add
Comments page from another page in Quick Quote other than the Evaluate page, you will
be returned to that page.)
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No Award All

If you do not want to award any item on the request, click the No Award All button. You
are taken to the Evaluation Review page. Refer to the Evaluation Review section for further
instructions about how to review and submit the evaluation.

Evaluate Request | Net | Canosl |

E' Choose an award method below and dlick the Next button to evaluats the responses to this request.

Evaluate Request

Line Item Evaluation

Evaluation Review

Current Request List
Request Header
Portal Home Page Buyer Agency: A136VITA - Virginia Information Technology Agency - E2E

Buyer Name: Candace Buyer
Q0 -FAO & Buyer Phone #: 703-267-8000

Buver User Guide i Buyer Email: candace buyer@hotmail.com
Vendor User Guide & Request ID: EVADDL_QQ010154

Suver 00 Ouicke Guide | po ot Title: Supplies—MA1211

Vendor QQ Quick .

Guide & Status: doed

- <ibility & Response Due Date: 05/14/2010 2:00PM
Customer Support @ | Service Area: 10

Award Method: Line

Comments: none

FAO &

Special Terms and Conditions:  none

Attachments: AttachedFiles  Pproprictary and Confidential
€VA Std Terms and Conditions.htm & No

__Add Comment_| e AEREEsE ] [ pyplish pid Tabulation [ SCt S 1o Awarded
Publish Bid Tabulation 58 days remaining to change status
There is no evaluation history for this request.

P—p—

I%j The No Award All button is available throughout the evaluation process.
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No Award/Reissue
If you want to no award and reissue the request, click the No Award/Reissue button.

Refer to the No Award and Reissue section for further instructions about how to no award
and reissue a request.

Evaluate Request

Line Itemn Evaluation

Evaluation Review

Current Request List

Fortal Home Page

QQ - FAQ

Buver User Guide &
Vendor User Guide &

Buver QO Quick Guide

‘ Vendor QO Quick
Guide &

Accessibility 5
Customer Support

EAQ &

Evaluate Request

E] Choose an award methed below and dlick the Next button to evaluate the responses to this request.

Request Header

Buyer Agency:

AL36VITA - Virginia Information Technology Agency - E2E

Buyer Name:

Candace Buyer

Buyer Phone #:

703-267-8000

Buyer Email: candace buyer@hotmail com
Request ID: EVADDL_QQ010154
Regquest Title: Supplies—MA1211

Status: closed

Response Due Date: 05/14/2010 2:00PM
Service Area: 10

Award Method: Line

Comments: none

Special Terms and Conditions: | none

Attachmente: AttachedFiles  Pproprictary and Confidential
eVA Std Terms and Conditins.htm & No

58 days remaining to change status

| AddComent  No Avrd AL setstatus o Awarded
[ Publish Bid Tabulation [
There is no evaluation history for this request.

P——
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Publish Bid Tabulation

If you want to publish the vendor bid information, select the Publish Bid Tabulation check
box.

Evaluate Request | Mem | Cancal ||

m Chaose an award method below and dlick the Next button to evaluate the responses to this request.

Evaluate Reguest
Line Item Evaluation

Evaluation Review

Current Request List
Request Header

Portal Home Pade Buyer Agency: A136VITA - Virginia Information Technology Agency - E2E
Buyer Name: Candace Buyer
00 -FAQH Buyer Phone #: 703-267-8000
Buver User Guide & Buyer Email: candace buyer@hotmail.com
Vendor User Guide & | pequest ID: EVan01_QQol0154
Buver Q0 QUICk GUIdE  poguest Title: Supplies—MA1211
w Status: closed
Acoessibility & Response Due Date: 05/14/2010 2:00 PM
Customer Support & | Service Area: o
mﬂ Award Method: Line
Comments: none
Special Terms and Conditions: none
Attachments: awachedFlles  Pproprietary and Confidential
VA std Terms and Cenditions. htm & No

58 days remaining to changs status

A Comnert | MoAword M No AmardfResme | et sotus o Auarded
% Publish Bid Tabulation  []
There is no evaluation history for this request.

Award Method:

The Confirmation page displays. Click OK to publish the Bid Tabulation page. Vendors will
receive an email or fax notification when you publish the Bid Tabulation page. Click Cancel
to undo the action.

Confirmation | oK | Cancal |

Current Reguest List  Bid Tab will be published when you click OK.

et e e ok e

You are returned to the Evaluate Request page.

After the Bid Tabulation page is published, the status of the request changes from closed to
bids opened.
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_ Evaluate Request

Evaluate Request

Line Itern Evaluation

Evaluation Review

Current Request List

Portal Home Page

E' Choose an award methed below and click the Next butten to evaluate the respenses te this request.

Request Header

Buyer Agency: AL38VITA - Virginia Informatien Technelogy Agency - E2E

Buyer Name: Candace Buyer
BoR Buyer Phone #: 703-267-8000
Buver User Guide & Buyer Email: candace buyer@hotmail. com
Vendor User Guide & | gaquest ID: EVADNL_QQO10154
Zpver00 Ouick Guide | paquest Title: Supplies—MA1211
W Status: bids opensd
Accessibility 5 Response Due Date: 05/14/2010 2:00PM
Customer Support @ | Service Area: L8]
o Award Method: Line

Comments: none

Special Terms and Conditions: | none

Attachments:

AttachedFiles  Pproprictary and Confidential
|eva std Terms end Conditionsbtm® [ w

eVA Std Terms and Conditions.htm &

| Add Comment | Mo Award Al | No Award/Resosue | ish i ; Set status to Awarded
% Publish Bid Tabul. O i

58 days remaining to change status

There is no evaluation history for this request.

—p—

To unpublish the Bid Tabulation page, deselect the Publish Bid Tabulation check box. A
Confirmation page displays. Click OK to unpublish the Bid Tabulation page.

Confirmation

Current Request List

Bid Tab will be unpublished when you click OK.

Portal Home Page

On the Evaluate Request page, click Next to continue to the Line Item Evaluation, Lot
Evaluation, or Grand Total Evaluation page, depending on what you selected as the award

method.
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Manual Award

If you want to manually update the request status to awarded, select the Set status to
Awarded checkbox. You can manually update the status to awarded for up to 30 days past
the expiration of the bid valid days by clicking the Set Status to Awarded check box.

_ Evaluate Request ([ New | Cancal |

Evaluate Request
Line Item Evaluation

E' Choose an award method below and dlick the Next button to evaluate the responses to this request.

Evaluation Review

Current Reguest List

Request Header

Portal Home Page Buyer Agency: A136VITA - Virginia Information Technology Agency - E2E
Buyer Name: Candace Buyer
00-FAQ S Buyer Phone #: 703-267-8000
Buver User Guide 8 gyyer Email: candace.buyer@hotmail.com
Vendor User Guide ® | pequest ID: EWADOL_QQ010154
Bver 00 Ouick Guide | poguest Title: Supplies —MA1211
ot Status: closed
Accessibility & Response Due Date: 051412010 2:00PM
Customer Support /8 | Service Area: i
Ao ® Award Method: Line
Comments: none

Special Terms and Conditions: |none

Attachments: AttachedFiles  Pproprietary and Confidential
gWA Std Terms and Conditions.htm & No

Set status to A ded
s Coent | e A INGARS/RSEEIN [ pubiish Bid Tabulation ot status to Awarde

% 58 days remaining to change status

There is no evaluation history for this request.

P——

The Confirmation page displays. Click OK to manually update the request status to
awarded. Click Cancel to undo the action.

Confirmation | OK | Cancel |

Evsluate Reguest
Line Item Evaluation
The Request Status will be updated when you click OK. Click Cancel to cancel the update and return to the previous page.
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You are returned to the Evaluate Request page. After the Set status to Awarded check box

is checked, the status of the request changes to awarded.

Evaluate Request

Evaluate Request

Line Item Evaluation
E Choose an award method below and dlick the Next buttan to evaluate the responses to this request.

Evaluation Review

Current Request List
Request Header

Portal Home Page Buyer Agency: A136VITA - Virginia Information Technology Agency - E2E
Buyer Name: Candace Buyer
Q0 - FAQE Buyer Phone #: 703-267-3000
Buver User Guide & Buyer Email: candace.buyer@hotmail.com
Vendor User Guide & | paquest ID: EVANNL_QQO10154
ZpverQQ Quick Guide | poqyest Title: Supplies —MAT1211
W Status: awarded
Accessibility /7 Response Due Date: 05/14/2010 2:00PM
Customer Support @ | Service Area: E
FAQ S Award Method: Line
Comments: none
Special Terms and Conditions: none
Attachments: lattachedfies Pproprictary and Confidential
|eva st Terms and Conditions btm®e® |

There is no evaluation history for this request.

Award Method:

He Auzrel 2 il Aurarelf Floinmie Set status to Awarded
| AddComment || 0 Lo AuzrclfFiiaue ] Publish Bid Tabulation

58 days remaining to change status

To reverse the manual awarded status, click the Set status to Awarded check box to de-
select it. A Confirmation page displays. Click OK to reverse the manual awarded status.

Click Cancel to undo the action.

Confirmation

Evaluate Request

Line Ttem Evaluation

Evaluation Review The Request Status will be updated when you click OK. Click Cancel to cancel the update and return to the previous page.

Current R

uest List

You are returned to the Evaluate Request page and the Set status to Awarded check box is
unchecked. The request status is updated to the appropriate pre-awarded status. If the

request returns to closed or bids opened status, you can create paper responses.
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Evaluate Request _

' Chaose an award method below and click the Next button to evaluate the responses to this request.

_| VA Std Terms and Conditions.htm B No |

oo Commert | Mo Ao Mo v | et stat 1 Ao
[ publish Bid Tabulation [

58 days remaining to change ststus
There is no evaluation history for this request.

—p—
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Evaluation

The Line Item, Lot, or Grand Total Evaluation page allows you to compare prices using the
selected award method.

Responses are initially sorted in descending order by Total. Click the Total column heading
to sort the responses in ascending order. You can also click the SWAM column heading to
sort by SWAM type. The Attachments column indicates if the vendor response includes
attachments—Yes if there are any header or line attachments and No if there are no
attachments in the response. Click a link in the Response ID column to view the details for
the response.

Line Item Evaluation

The Line Item Evaluation method groups responses by Line Item. Each section shows the
item number, quantity, unit of measure, and description from the request.

You cannot award to a vendor with a No Bid response. No Bid lines are indicated with
*$0.00 in the Total column, and dashes (--) in the Qty and UOM columns. Quick Quote will
display a warning message on the Evaluation Review page when a vendor with a no bid item
is selected.

If you want to no award and reissue the request, click the No Award/Reissue button.
Refer to the No Award and Reissue section for further instructions about how to no award
and reissue a request.

If the Set status to Awarded check box is selected on the Evaluate Request page, the No
Award All button, No Award/Reissue button, and the No Award This Line radio button
will be disabled.

Line Item Evaluation

Evaluste Request

Line Itern Evaluation Select vendors, Click the Response ID link to view a response.
El Click the Total or SWAM calurmn heading to change the sart arder, The default sart is by Total, in ascending order.

Evaluation Review Downlasd responses with the link at the battam of the page.

Asterisks (*) indicate the vendor no-bid an itemn.

Current Request List

Bortal Home Fage

Q0 - Fao |
Buyer User Guide &
Vendor User Guids & ITEM I Qty = 100, UOM = ea, Desc = Yeqgetables

Buver QO Duick Guide

Wendor 00 Quick

a

Guide B @) Jacob&Colin 100 ea $8.99 $899.00 Mo EVADO1 QQ010154 RESP 1@ P
Accessibility & )
O Rainy Days 100 ea $10.99 $1099.00 Yes EVADO1 00010154 RESP i@ P

Customner Support

A & Mo Award This Line

ITEM 2 Qty = 200, UOM = ea, Desc = Bands, Clips, and Wires {For Pipe Insulation)
’

O Jacob&Colin 200 8a $19.95 $3996.00 MNa EVA001 010154 RESP 18 P
O Rainy Days 200 ea $19.99 $3998.00 Tes EVAODO1 010154 RESP 1 & P

Mo Award This Line

Download Responses &
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Lot Evaluation
The Lot Evaluation method groups responses by Lot.

If a response lot includes a No Bid line, it is marked with an asterisk (*). You cannot award
to a vendor with a No Bid response. If necessary, change the award method to Line Item.

If you want to no award and reissue the request, click the No Award/Reissue button.
Refer to the No Award and Reissue section for further instructions about how to no award
and reissue a request.

If the Set status to Awarded check box is selected on the Evaluate Request page, the No
Award All button, No Award/Reissue button and the No Award This Lot radio button
will be disabled.

Lot Evaluation s el

Evaluate Reguest
Lot Evaluation

Select vendors. Click the Response 1D link to view a responss.
E' Click the Total or SWAM column heading to change the sart order. The default sart is by Total, in ascending order.

Downlaad respanses with the link at the bottom of the page.

Asterisks (*) indicate the vandar no-bid an item.

Evaluation Review
Current Regquest List

Portal Home Pags
00 - FAQ &
Buyer User Guide &

Wendor User Guide @ IOT &

Yendor 00 Ouick
Guide & O lacobiColin $4895.00 Ho EVADO1 QQ010154 RESP 18 P
Accessibility & O Rainy Days $5097.00 Yes EVAQDL Q0010154 RESP 1 & P

Customer Suppart
© Mo Award This Lot

FAGQ i

Download Responses @
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Grand Total Evaluation
The Grand Total Evaluation method lists all responses together by Total.

If a response includes a No Bid line, it will be marked with an asterisk (*). You cannot
award to a vendor with a No Bid response. If necessary, change the award method to Line
Item.

If you want to no award and reissue the request, click the No Award/Reissue button.
Refer to the No Award and Reissue section for further instructions about how to no award
and reissue a request.

If the Set status to Awarded check box is selected on the Evaluate Request page, the No
Award All button, No Award/Reissue button and the No Award radio button will be
disabled.

Grand Total Evaluation

Evaluate Request

Select vendors. Click the Response 1D link to view a response,

m Click the Total or SWaM column heading to change the sort order, The default sort is by Total, in ascending order,
Download responses with the link at the bottom of the page.
Asterisks (*) indicate the vendor no-bid an item.

Grand Total Evaluation

Evaluation Review

Current Request List

Portal Home Page

Q0 -FaQ &
Buyer User Guide &
Buyer uick Guids
@ Jacob&Colin $4895.00 Mo EVA001 0Q010154 RESP 18 P
I Wendor 0O Quick
Guide & O Rainy Days $5097.00 Tes EVAOO1 Q0010154 RESP 18 p

Accessibility &
Customer Support &
FAQ @&

© Mo Award

Download Responses &
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EVALUATE A REQUEST

There are three award decisions:

e Bids Opened
¢ No Award
¢ No Decision

For requests with multiple lines or lots, you have several options when evaluating based on
the award method.

Award Bids Opened No Award No Decision

Method

Line Item Each line can be awarded to a Each line can be set to No Award Each line can be left undecided
different vendor This Line

Lot Each lot can be awarded to a Each lot can be set to No Award  Each lot can be left undecided
different vendor (all line items in  This Lot (all line items in the lot
the lot are awarded to one are not awarded)
vendor)

Grand All line items are awarded to one All items are set to No Award The entire request is left

Total vendor. undecided

Evaluation Review

After you have made your vendor selections, click Next on the Evaluation page to go to the
Evaluation Review page.

Line Item Evaluation

Ewaluate Request

Select wendors. Click the Response 10 link ta visw & responss.
) E| Click the Total or SWAM column heading to change the sort order. The default sort is by Total, in ascending order.

Evaluation Review Download responses with the link at the battarn of the page.

Asterisks (*) indicats the vendor na-bid an itsm.

Line Ttem Evaluation

Current Reguest List

Bortal Home Fage

o0 - Fag &
Buyer User Guide &5

Vendor User Guide B FTEM I Qty = 100, UOM = ea, Desc = Vegetables

Buyer Q0 Quick Guide

Wendor 9O Quick
Guide & @ JacobacCalin 100 5a $9.99 $899.00 Mo EVADD1 QQ010154 RESE 1 @ P

A

Accessibility &
O Rainy Days 100 ea $10.99 $1099.00 Yes EVADO1 Q0010154 RESP 1 8@ P
Customer Support &

FAQ & & Mo Award This Line

FTEM 2 Qty = 200, UOM = ea, Desc = Bands, Clips, and Wires (For Pipe Insulation)
A

Q@ Jacob&Colin 200 ea $19.98 $3296.00 No EVAQ01 Q0010154 RESP 18 P
L&) Rainy Days 200 2a $19.99 $3998.00 Yes EVADO1 QQO010154 RESP 1 & [

@& Mo Award This Line

Download Responses &
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The Evaluation Review page displays a summary of your vendor selections. Items with
either vendor selections made or that are set to no award are displayed. Review the

evaluation details then click Submit to complete the evaluation.

Evaluate Request
Line Itern Evaluation

Evaluation Review
Current Request List
Portal Horne Page
00 -Fag

Buyer User Guids i
¥endor User Guide &

Evaluation Review

m Review the evaluation. Click the Add Cormment button to add comments to this request.

# Warning: The following request lines are set to Mo Award: Itern 2 [4201]

Header

Buyer Q0 Quick Guide

I Wendor QO Quick
Guide &

Accessibility
Customer Support &5

FaQ 8

 Previous | Submit Cancel |
 Add Comment |

Buyer Agency:

A136VITA - Wirginia Information Technology Agency - E2E

Buyer Phone #:

Candace Buyer

Buyer Name:

703-267-8000

Buyer Email: candace.buyer@hotmail.com
Request ID: EVADDL_QQO010154
Request Title: Supplies—MA1211

Status: closed

Response Due Date: 05M14/2010 2:00PM
Service Area: 10

Award Method: Ling

Comments: none

Special Terms and Conditions: | none

Attachments:
eVA Std Terms and Conditions htm & Ho
Grand Total: $899.00

Response Items Sefected

ITEM I

¥endor Name: Jacob&Colin
Item ID: 1

¥endor Part Num: i

Unit Price: $5.99
Quantity: 100

Unit of Measure: ea

UOM Description: each

NIGP Code: 01990
NIGP Code Description: Wegetables
Total Price: $599.00
Ordering Address: 1208 Game Stop Mokesville, WA 20181
Comments: nonNe
Delivery Date: 07/15/2010

Ship To:

Centreville Receiving Office
1 Main Street, Centreville, WA, 20120

Brand Name:

e

Short Name: Wegetables
Item Description: Wegetables
Lead Time: 1}

Met Specs? Tes
Attachments: none
ITEM 2*NO AWARD*

Item ID: z

Quantity: 200

Unit of Measure: ea

UOM Description: each

NIGP Code: 01030

NIGP Code Description:

Bands, Clips, And Wires (For Pipe Insulation}

Ship To:

Centreville Receiving Office
1 Main Street, Centreville, Va, 20120

Item Description:

Bands, Clips, and Wires {For Pipe Insulation}
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EVALUATE A REQUEST

Requisition Generated in eMall

The Requisition Generated in eMall page displays with the ID number associated with your
submitted evaluation decisions. Click the Return to Current List button to go back to the
Current Request List page.

Quick Quote Return to Current List

Current Reguest List

Partal Confirmation: Award E¥YADDL_AWD_1352 has been issued for the Request ID EVAOD1_QQO010154
Portal Home Page m If vendors were chosen for any lines, a requisition will be in vour Shop Mow composing folder within 15-30 minutes.
To finalize the arder, find the requisition number in your composing folder and submit.[4143]

Support
00 - FAQ &
Buyer User Guide &
Wendor User Guide &5

Buyer Q0 Quick Guide

Wendar Q0 Quick
Guide

Accessibility I

Custarmer Suppart I Add Comment

Fag &

Return to Current List

Award Completion

When you submit an evaluation, the status of the request changes to bids opened, and an
eMall requisition is created with you as the preparer and a requisition number that includes
the Quick Quote request ID and award number. The requisition is typically created in the
eMall composing folder within 30 minutes of the award submission.

eMall Requisition Creation

The eMall creates a requisition from the Quick Quote evaluation using your User Profile and
Group Profile default values for all Requisition Header, Line, Accounting, Ship To, and Bill To
fields. The requisition uses the same edits and approval workflow as any other requisition
you create in the eMall.

e The requisition number is created from the Quick Quote request ID and award number
and is stored at the header and line levels on the Requisition. Storing the requisition
number with each line helps identify whether the requisition lines was created in Quick
Quote or the eMall.

e Since Quick Quote does not store details on a vendor’s Ordering Location, the vendor’s
first Ordering Location is associated with all line items.

e The Need-by Date will be the buyer’s delivery date, unless the vendor’s Lead Time (that
is, number of days from Award Date) requires a later date.

e The Commodity Code field shows the UNSPSC description translated from the Quick
Quote NIGP code.

e The NIGP Code from the Quick Quote request appears in the NIGP Commodity Code field
on the eMall requisition.

You can edit any field, including choosing a different vendor ordering location. You can also
add other items.

After the requisition is fully approved, the eMall creates a purchase order for each vendor
and ordering location on the requisition.
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Below is an example of an eMall requisition created from a Quick Quote award. Click the
Detail button to open the Requisition Details: View Line Item page.

QQ:QQ010154_AWD1352 - Supplies-MA1211 Status: Composing
Revisw the request dstails and then take the appropriate action. The actions you can take vary depending on the request type and status,
How To
Back to Status
e ]
l5ummary\Appruval Flow  Orders * Receipts  History
J Title: Supplies-MA1211
Fiscal Years: 2010
jasonfisld: (no valus)
PO Category: Doz
Do not send any itsms to eProcursment:
RegHeadCB2:
send all itemns to eProcurement:
ReqHeadCBA:
RegHeadCBS:
Bypass ERP Integration:
Line Items (1) Show Detsils
No. Type Solicit Description Qty Unit Price Amount
1 [® Wegetables 100 each $8.99000USD $899.00000USD

Total Cost: $&99.00000U5D

Shipping - Entire Requisition

See Line Itemn Shipping Details: 7

Ship To: Centreville Receiving Office
Deliver To: Fairfax

MNeed-by Date: 7

[Comments - Entire Requisition

Add Comment

Back to Status
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The Requisition Details: View Line Item page includes:
e The Quick Quote ID in the Item Cross Reference field
e The Quick Quote NIGP Code in the NIGP Commodity Code field

Click OK to return to the requisition detail page.

Requisition Details: View Line Item

QQ:QQ010154: Supplies-MA1211
Items: 1 Total: $529.00000U5D

Rewiew line itern details, such as accounting and shipping information.

How Ta

| Line Item Details

Mo 1

! Description: * - * . Vegetables
Supplier Part Number:
Supplier auxiliary Part ID:

Oty 100

LomM: gach

Price: $58.99000USD

Commaodity Code: Fruits and vegetables and nuts, Weqgetables ...
Supplier: JACOB&RCOLIN

Contact: WIRGIMIA OFFICE

Contract #:

small Business:
Minority Business:

Woman Owned Business:

Additional Data:
Bill To: VITA - Main Office

ERP PO Number:

Accounting - by Line Item

Fund: (no walue)
Program: 10
Sub-Object: T9

Cost Center: SFC

Billing Elerment: {no value)

| Shipping - by Line Item

Ship To: Centreville Receiving Office

Deliver Ta: Recv. Dept.
Meed-by Date: # Thu, 15 Jul, 2010

| Comments - by Line Item

Add Cornrment
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Submit eMall Requisition
Click the Submit button to send your order to the vendor.
QQ:QR010154_AWD1352 - Supplies—-MA1211

Review the request details and then take the appropriate action. The actions you can take vary depending on the request type and status,
How Ta

Back to Status

Submit this request

|| summary N Aeproval Flow  Orders ' Receipts  History

Title: Supplies-MA1211

2

Fiscal Years: 010

Jjasonfield: (no value)
PO Category: Doz

Do not send any items to eProcurement:
ReqHeadCEBZ:

Send all itemns to eProcurement:

ReqHeadCBd:

ReqHeadCBS:

Bypass ERP Integration:

Line Items (1) Show Details [F7f~

No. Type Solicit Description Oty Unit Price Amount

1 [E Vegetables 100 gach $899000USD $899.00000USD

Total Cost: $899.00000USD

Shipping - Entire Requisition

See Line Itern Shipping Details: 7

Ship To: Centreville Receiving Office
Deliver To: Fairfax

Meed-by Date: 7

[ comments - Entire Requisition

Add Cormment

Back to Status

Re-Awarding a Request

If a situation arises such as a vendor failing to perform, you can re-evaluate the Quick
Quote request. You can re-evaluate a request as many times as you want until the Bid
Valid Days of the request passes. At that time, the request moves from the Current
Request List to the Past Request List.

Evaluation History

Quick Quote keeps a record of the evaluation history for each request. You can view the
evaluation history of the request in two places:

e The Bid Tabulation Summary page
e The Evaluate Request page
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Bid Tabulation Summary Page

From the Current or Past Request List, click the link in the Status column of the request to
access the Bid Tabulation Summary page. The links will be active for these statuses:

closed (Current Request List)

bids opened (Current Request List)
awarded (Current and Past Request Lists)
no award (Current and Past Request Lists)
contact buyer (Past Request List)

Current Request List

Current Request List
Create Regquest Use this page to create, edit, copy, cancel, delete, or enter paper responses for Quick Quote requests. To edit a request, select the appropriate Request 1D link,

) E To copy a request, select the request to be copied using the "Select” column checkbox and select the "Copy" button. To delete or cancel a request, select the
Past Request List request to be deleted or canceled using the "Select’ checkbox and selsct the "Cancal/Delete” button, To create a paper response, select the request and click
Request b the "Paper Response” button. To list additional request iterns, select the "Next" button below the list.

buysenseQrg List
Requests to show per page: |10 -

Portal Home Page

Q0 - FAQ &

Ewyer User cuide s | CreateMew Request | | Evaluste | | WoAwad/Reissue | [Copy| || Cancel/Reissus | || Cancel/Delote | | Paper Respanso |

Wendor User Guide &1

Buyer uick Guide
& ;-

Wendor QO Quick

Guide & [0 Eva001 Q009878 s Boat Fenders - Park District 1 02/14/2010 90 Days  02/15/2010  02/24/2010 10:00 AM  awsrded
Accessibility & [0 Evaooi 009879 6 Fruits and Wegetables 02/19/2010 90 Days  02/19/2010 02/22/2010 02:00 PM bids opened
Customer Support & [0 Eva001 ©0009905 4 Boat Fenders - Park District 10 03/16/2010 180 Days  03/17/2010  03/24/2010 10:00 AM  awarded
FaQ & [0 EvA00L Q0009343 0 Paddle Boats 03/16/2010 60 Days  03/17/2010  04/01/2010 03:00 PM  no award
[ EvaDDl 00009973 13 SET-ASIDE FOR SMALL BUSINESSES-700-2 03/24/2010 60 Days  03/24/2010  04/12/2010 04:00 PM  swarded
[0 Eva001 ©oQo09975 0 Gifts and Giveaways 04/03/2010 30 Days  04/03/2010  04/27/2010 02:00 PM  canceled
[0 Eva00l gooioozz 0 400-3 04/21/2010 30 Days 05/12/2010 10:00 AM  composing
[0 EvaDl 0QO10210 10 SET ASIDE FOR SMALL BUSINESSES - Gifts and Giveaways 04/21/2010 30 Days  04/21/2010  05/04/2010 12:00 PM  closed
[0 EvAD0L OO010Z6& 1 Paper Stock 05/11/2010 &0 Days  05/14/2010  05/25/2010 0Z:00 PM  issued
[0 EwvADo1 010154 2 Supplies-Ma1z11 05/08/2010 30 Days  05/10/2010  0S5/14/2010 02:00 PM bldjmﬂ[%

This page displays all vendor responses and award decisions for the request. Click a link
under the ID column to view the evaluation history.

Bid Tabulation Summary [[ose ||
Current Request List
Create Reguest ID: EVANDL_QQ010154 Status: bids opened
Past Request List Title: Supplies—MA1211 Issue Date: 05/10/2010
%r - Buyer Agency: A136WITA - Wirginia Information Technology Agency - EZE Response Due DatefTime: 05/14/2010 2:00PM
Buyer Name: Candace Buyer Bid ¥alid Days: 30
Portal Home Page Buyer Email: candace buyer@hotmail.com Buyer Phone #: 703-267-5000

| Add Comment | Publish Bid Tabulation: [

Download Responses &

Q0 - FAQ &
Buyer User Guide I
Wendor User Guide &

Buyer 00 Quick Guide
ITEM I Qty = 100, UDM = ea, Desc = Vegetables

Wendor uick

Guide &
Accessibility & Jacob&Calin 100 ea $8.99 £899.00 Na EWA001 AWD 1357 &
Customer Support & Rainy Days 100 ea $10.99 41099.00 Tes

Eag &

ITEM 2 Qty = 200, UOM = ea, Desc = Bands, Clips, and Wires (Far Pipe Insulation)

Jacob&Calin z00 ea $19.98 $3996.00 Mo

Rainy Days zo0 ea $19.99 $3998.00 Tes

Download Responses B
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The evaluation history displays in a new window.

EVA001_AWD_1352 | Close ||

. This page contains a history of the evaluation.

Request Header

e¥# Std Terms and Conditions.htrm &

ITEM I

Hj Select or deselect the Publish Bid Tabulation check box to publish or unpublish this
page to vendors. (This is the same functionality as the check box on the Evaluate
Request page.)
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Evaluate Request Page

To view the evaluation history from the Evaluate Request page, select the request from the
Current Request List and click Evaluate.

Current Request List

Current Peguest List

Create Request Use this page to create, edit, copy, cancel, delete, or enter paper responses for Quick Quote requests. Ta edit a request, select the appropriate Request 1D link,

E| To copy a request, select the requast to be copied using the "Selact” column checkhox and select the "Copy” hutton. Ta delste or cancel & request, sslect the
Past Request List request to be deleted or canceled using the "Select” checkbox and select the "Cancel/Delete” button. To create a paper response, select the request and click
Request b the "Paper Response” button. To list additional request itemns, select the "Mext" button below the list.

buysenseCrg List

Requests to show per page: IIU -

Portal Home Page

QQ - FAQ A

Buver Usor cuida s |11 Cieate Now Reausst 1| [ NoAwaideissue | Copy | | Cancel/Reissue | | Cancel/Delete | | Paper Respanse |

Vendor User Guide &

" seRct geesip Resnsss  GequestTtla  Greate Date Bid Valid 1ssus Dats Resonss DusDats Status
Mendor uick

Guide & O EWADDL 009878 5 Boat Fenders - Park District 1 02/14/2010 90 Days  02/15/2010 02/24/2010 10000 AM awarded
Accessibility & ¥ EVADDL 009879 ] Fruits and Yeastables 0z/198/2010 0 Days 0271972010 02/22/2010 02:00 PM bids opened
Customer Support /51 [0 EwADDI Q003905 4 Boat Fenders - Park District 10 03/16/2010 180 Days  03/17/2010  03/24/2010 10:00 AWM awarded
Ea0 & [0 EwADD1I QQO09%43 0 Paddle Boats 03/16/2010 60 Days  03/17/2010  04/01/2010 03:00 PM  no award
[0 EvAD0L ©Q009973 13 SET-ASIDE FOR SMALL BUSINESSES-700-2 03/24/2010 60 Days  03/24/2010  04/12/2010 04:00 PM  awarded
O EWADDL 009975 0 Gifts and Giveaways 04/03/2010 30 Days 04/03/2010 04/27/2010 02:00 PM canceled
O EWADDL 010022 0 400-3 04/21/2010 30 Days 05/12/2010 10:00 AM  compaosing
[] EvA001 Qooi0210 10 SET ASIDE FOR SMALL BUSINESSES - Gifts and Giveaways D4/21/2010 30 Days  D4/21/2010  05/04/2010 12:00 PM closed
[0 EvADOL QOQOI026E 1 Paper Stock 05/11/2010 &0 Days  05/14/2010  05/25/2010 02:00 PM issued
EVAD01 QQ010154 z Supplies-Ma1z11 05/08/2010 30 Days  05/10/2010  05/14/2010 02:00 PM bids opened

Next, click an ID link in the Evaluation History section.

Evaluate Request _

E' Ceess o aerd e el o) SR s Ma b o oralieis e eSS s e

Evaluate Reguest
Line Item Evaluation

Evaluation Review

Current Request List
Reguest Header

Eortal Home Pags Buyer Agency: A136VITA - Virginia Information Technolagy Agency - E2E
Buyer Name: Candace Buyer
Q0 - FAQE Buyer Phone #: 703-267-8000

Buver User Guide &

Buyer Email candace.buyer@hotmail.com

Vendor User Guide & Request ID: EWADD1_QQO10154

Buver 00 Ouick Guide [pocw oot Title: Supplies—MA1211
EJQ_?.?;E uick Status: bids openad
A ibility & Response Due Date: 05/14/2010 2:00PM

Customer Support | Service Area: S
Fag Award Method: Line
Comments: none

Special Terms and Conditions: | none

Attachments: Asachedfles  Pproprietary and Confidential
€VA Std Terms and Conditions.htm & No

| MGt | oAl | Mo Avioin | et status o Awardes
[] publish Bid Tabulation  []

55 days remaining to change status

Evaluation History
EVADDL AWD 1352

P——
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The Evaluation History page displays in a new window for the selected award.

|
EVA001_AWD_1352 | Clase |

. This page contains & history of the evaluation.

Request Header

e¥4 Std Terms and Conditions.htrn & “

ITEM 2¥NO AWARD*

Page 76 Quick Quote Buyer User Guide (26-0003) Version 11
06/17/2010



eVA QUICK QUOTE

EVALUATE A REQUEST

To view the evaluation history for a past request from the Evaluate Request page, select the
request from the Past Request List and click the View Evaluation button.

oo

Current Reguest List

Create Request View Quick Quote requests after the due date has passed.
N Click the Status link to view the 8id Tabulation Summary.

Past Reguest List Click Next to see more requests.

Request by

buysenseOrg List

Requests to show per page: |10 _ Search |

Portal Home Page

ga-Fo s [csy] ?
Buver User Guide &

Vendor User Guide I

Buver QO Quick Guide 3

Vendor 0O Quick EVAD01 QQ010232 700-13_cb 02/17/2010 1 Days 02/17/2010 02/17/2010 06:00 PM contact buver

<,
&
[

Guide =

i EVAO01 00010224 700-18_8 02/15/2010 2 Days 02/15/2010 02/16/2010 01:00 AM awarded View

R [0  EvA001 0Q010223 700-18_7 02/15/2010 2 Days 02/15/2010 02/16/2010 01:00 AM awarded View

e S| [0  Evaom ooo10222 SET-ASIDE FOR SMALL BUSINESSES-700-16_6 02/15/2010 2 Days 02/15/2010 02/16/2010 01:00 AM awardsd View

paos [0  EvA001 0Q010221 SET-ASIDE FOR SMALL BUSINESSES-700-18_5 02/15/2010 2 Days 02/15/2010 02/16/2010 12:00 AM contact buyer View
[0  Evaom oooio219 700-18_4 02/15/2010 2 Days 02/15/2010 02/16/2010 12:00 AM canceled View
[0  EvA001 0Q010138 700-5_cab - step 2 (issued status) 02/12/2010 1 Days 02/12/2010 02/12/2010 05:00 PM contact buyer View
[0  Evaom 00010197 SET-ASIDE FOR SMALL BUSINESSES-700-1_cab 02/12/2010 2 Days 02/12/2010 02/12/2010 05:00 PM contact buver View
[0  EvA001 0Q010195 SET-ASIDE FOR SMALL BUSINESSES-700-2_cab 02/12/2010 2 Days 02/14/2010 02/14/2010 05:00 PM contact buyer View
[0  Evaom Q009918 Copy of Regression 11_1 01/27/2010 30Days  01/27/2010 01/27/2010 02:00 PM 0o award View

The Evaluate Request page is displayed. The only field that is enabled is the Set status to
Awarded checkbox. You can manually update the status to awarded for up to 30 days past
the expiration of the bid valid days by clicking the Set Status to Awarded check box.

Evaluate Request _

Evaluate Reguest

Line Item Evaluation

) m Choose an award method below and click the Next button to evaluate the responses to this request.
Evaluation Review

Past Reguest List

Request Header

Portal Home Page Buyer Agency: A13BVITA - Virginia Information Technology Agency - E2E
Buyer Name: Candace Buyer

00 -FAQ A Buyer Phone #: 703-267-8000

Buver User Guide @ [guyer Email: system_test@hotmail.com

Vendor User Guide & ID: EVA001_QQO10224

Suver 00 Quick Guide |panast Title: 700188

| Eogocus  [stmum: =

Accessibility & Response Due Date: 02/16/2010 01:00 AM

Customer Support@@ | Service Area: 0

FAG Award Method: Line
Comments: none

Special Terms and Conditions:

B
Attachments: AuachedFiles  Pproprietary and Confidential
eVA Std Terms and Conditions.htm & No

TS T— Set status to Awarded
HEE Publish Bid Tabulation

23 days remaining to change status
There is no evaluation history for this request.

Award Method: | Linc
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